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eRecruit for Recruiter

eRecruit for Recruiters v9.1

This module is geared toward those who have been assigned to a “Recruiter” role in PeopleSoft 9.1. This module covers
topics related to creating job openings, modifying, approving, or denying job requisitions, locating job openings, and
reopening or extending job openings. It also covers preliminary and final application screening, finding applicants, and
managing applicants. In addition, the topics of preparing an internal applicant for promotion, transfer or demotion, and
preparing an external applicant for hire are covered. Printing an individual application and printing a group of
applications for a specific requisition number are also included in this module.

Job Openings
Job Openings:
In this section you will learn how to

o Create a Job Opening
e Modify/approve/deny a Job Opening

Create a Job Opening
Create a Job Opening:

In this section you will learn how to create a job opening for an approved vacancy with the goal of obtaining an
appropriate candidate pool from which to select and hire.

Procedure

SR ETE
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Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Create New Job Opening menu.
| |"1 Create Mew Job Opening

{2 Create New Job Opening - Windows Internet Explorer IR
i pspfhr SLaa/EMPLOYEE HRIMSc/HRS_HRPI.HRS_O_LAUNCH.GBLTFoderPath=PORTAL ROOT_0BJECT.HC_RecRUIT_evpLoveE (2| & |[#2 ][] [ 5ing £-
P F S5 E|ELM £|PSHR £ Orade PeopleSoft Enterpris... £ MyShare B FindaPerson | Find Incidents £ | 5PD Training & SOTHR, ELM, and PORTAL ... # | Sugaested tes ~
{8 Create New 2o Opening F v Bl ) v Pagev Safetyw Toose @ 7
Home | Workist | Add toFavortes | Sign out
Favgrites | Main Menu > Recting » Create New Job Opening
? Help B hitp
Create New Job Opening
Enter Primary Job Opening Information
se Jois Famiy and any other nformaton you require to Create a Job Opening. Seiect
cor ntered al requred nformaton
0 0
Job Opening Type:  [FMEERRIRCE METerd 2
Business Unit Q
Position: [ |
Job Code: |
Posting Title: [
Continue
pore [ o o e - [~ [Ruon =
Histart| | L 2 E IO Y || & create New 30b Open... @D 9:5am

Step

Action

Leave Job Opening Type as Standard Requisition.

Click in the Business Unit field.

Enter the desired information into the Business Unit field. Enter "00070".

Press [Tab].

Type in the SHC-approved position number OR click on the magnifying glass to search for the SHC-
approved position number.

Click the Position Number button.

=

Click the scrollbar.
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Step Action
9. Click the 10002771 link.
10002771
10. If necessary, change the posting title to reflect the working title. For this example, please highlight the
posting title, press the delete key, and type in "Senior Benefits Specialist".
Click in the Posting Title field.
11. Press [Backspace].
12. Enter the desired information into the Posting Title field. Enter "Senior Benefits Specialist".
13. Click the Continue button.
14, Review the information on the page. If you are posting just one position, no changes are necessary on
this page.
If, however, you are attaching more than one position number to this posting (where the job classification
and location are the same), click in the Target Openings field and enter the total number of positions that
will be attached to this job opening ID number. For this example, enter the number "2" and Tab out of
the field.
Press [Enter].
15. Enter the desired information into the Target Openings field. Enter "2".
16. Press [Tab].
17. You will receive an error message.
Click the OK button.
18. The number of available openings will auto-populate to match the number in the Target Openings Field.
Press [Enter].
19. Scroll down until you can view the Positions box.
Click the button of the scrollbar.
20. Click the Add Positions link if you are attaching more than one position. In this example, we are
attaching two positions.
Click the Add Positions link.
21. A blank field appears in which you can place an additional SHC- approved job title/position number.

Click the Magnifying Glass button.
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Step

Action

22.

A Look Up Position box opens. Search for the position by entering the position number, the job title, or
the job code. Again, the position must have first been approved by the Strategic Hiring Committee in
order for you to attach it to this job posting.

Press [Enter].

23.

Click on the HR Generalist 1 position that has been approved by the Strategic Hiring Committee and that
you wish to add to this job posting.

Click the 10002764 link.

24.

The additional Human Resources Generalist 1 position title and position number have been added to the
Positions box.

To add more position numbers, continue to repeat this process until all positions have been entered.
Make sure the number in the Target Openings match the total number of position humbers you have
entered in the list. Remember all positions you add must have been approved by SHC.

Press [Enter].

25.

Optional: if you desire, you may enter the name(s) of the employee(s) being replaced in this box. You
may also click on the magnifying glass to search for the employee name(s).

Press [Enter].

26.

You may click the Next Step link to continue.

Click the Next Step link.
Mext Step

217.

Review the information on Min Requirements page; however, make no changes. You can click on the
Next Step link to continue.

Click the Next Step link.

28.

You may review the information on this page. If necessary, the Recruiter will add information on this
page. You can click Next Step link to continue.

Click the Next Step link.
Mext Step

29.

Click the Add Job Postings link.
[2dd Job Postings]

30.

Select the "Visible" drop down menu.

Click the Visible list.

| =l

31.

Click the Internal and External list item.
[Internal and External |
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Step

Action

32.

Click the Description Type list.

| =l

33.

Click the "Description Type" field drop-down menu and select Preferred Experience from the list of
values. The preferred experience will auto-populate.

Note: Agencies are required to include Preferred Experience in every posting.

Click the Preferred Experience list item.

/5 Create New Job Opening - Windows Internet Explorer TS|
67“ @ [IE] Nt 11 cr=0.omi. . Govpspl v 9LaalEMPLOVEETHRIE{E/HRS _HRPM RS 10 LALIICH GELIFORTALPARAN PTCHAY=HC Hes 10 LAUNCH ceteeope.sc x| & |[# ]| x| [Eens =E|
| Fis ew Favorites  Tools  Help
[ | 555 (=) suggested ses ~
& Creote New Job Opering |G o B - 0 e paee oty Toos e @ 7

Home | Workist | AddtoFavortes | Signout

Favgrites  Main enu > Recruiting > Create New Job Opening
2 Hep Bontp 2

Job Opening

Posting Information

Posting Title:  [Senior Benefits Specialist

Fing First Kl 4.0r1 O Last

“Visible: [Internal and Extemal = [l
*Description Type: [Preferred Experience =
“Description: [Fuman Resources Generalist1 Q.
Description: B Rald BB HE EDE8 50
g Nomal | -] F -] size Sl o1 U
= A E
Preferred Experience:
Six(6) years work experience in human resources management indluding: Compensation:
benefits: emplojee relations;, emplojment aw, affrmative action, recruiting, or humsn
resource dior retail plant feld supedsory

o
experience; or accredited college training in a related field|

Posting Type FElBVEOBEN o e Date ation
Destination Posting Type ot Post Dat Remove bate PO
Infemet 2 ~ ] (&3 jif

[l
o B [~ [ -

Step

Action

34.

Please do not delete the line or the header that automatically appear in the narrative
box. Deleting these will cause formatting
problems in the posting on the job bank.

Click the Add Posting Descriptions link.
|.i.|:h:| Posting Descriptions
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{5 Create New Job Opening - Windows Internet Explorer JRETES]

G- v _PRPY.-R3_J0_LAUNCH GELTPORTALPARAN_PTChAY~HC s _1o_uauncr cetsoer.5c =] @ |[4n)[ %] [Fong o]

| Fle Edt view Favorites Tools  Help

| o Favortes | i (=) suggested ses ~

& creste hew Job Opering B - B - e sy sk @ 7

Home | Workist | _Adatoravortes | Signout

Favorites  Main flenu > Recruting > Create New Job Opening

? Help Bontp 2
Job Opening
Posting Information

Posting Title:  [Senior Benefts Specialist

[ Job Descri T ]
“Visible: [internal and External =l o
“Description Type: [Freferred Experience =l
*Description: e
Description @R A4 ER B —EOE8E O

g el |-lB o2 ou e
= 4 A "

Preferred Experi

Six (6) vears work experience in human resources management including: compensation
benefits; employes relations;, employment law, afirmative action, recruiting, or human
resource andior retail plant field superisory
experience; or accredited college training in a related field

[¥]Add Posting Desciptions

“Visible: e —— o

*Description Type: [ |
*Description: Q
sr— _ - - R4 I
[Cone T T @ ntemet [~ [®iow -

Step

Action

35.

Click the Visible list.

[

36.

Click the Internal and External list item.
[Internal and External |

37.

Click the Description Type list.

| |

38.

Click the "Description Type" field drop-down menu and select Benefits from the list of values. The
benefits statement will automatically populate.

Click the Benefits list item.

:Benefits

39.

Click the Add Posting Descriptions link.
[tdd Posting Descriptions]

40.

Select the "Visible" drop down menu.

Click the Visible list.

| =)

41.

Click the Internal and external list item.
iInternal and External

42.

Click the Description Type list.

| =l
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Step

Action

43.

Click the "Description Type" field drop-down menu and select Equal Employment Opportunity from the
list of values .The EEO statement will automatically populate.

Click the Equal Employment Opportunity list item.

:Equal Employment Opportunity

44,

Click the Add Posting Descriptions link.
[2dd Posting Descriptions]

45.

Select the "Visible" drop down menu.

Click the Visible list.

| =)

/2 Create New Job Opening - Windows Internet Explorer 18] x]|
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Fa\rnvrmes Malr\VMer\u > Re:rgmr\g > Create New Job Opening
[#¥]4dd Posting Descriptions
“visibe [ | a
. External Only
‘Description Type: Internal Oni
*Description: Internal and External
Description (2
[¥]Add Posting Descriptions
[ Job Posting Destinatio Customize [ Fing | B | # et £ 4.0r1 L Loct
. Relative Open e oute
Destination Posting Type ot PostDate Remove Dat
Internet 2 < G & o
[¥]Add Posting Destinations
OK Cancel Preview
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Step

Action

46.

Select Internal and External

‘Internal and External
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{5 Create New Job Opening - Windows Internet Explorer —IE0x]
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& Create New Job Opening B - B) - 0 - Pege- Sofery~ Took- @- 7

Home | workist | _Adatoravortes | _Signout

Favgrites  Main Menu > Recruting > Create New Job Opening

[¥]dd Posting Descriptions

“
=]

“Visible: Internal and External

Lel

*Description Type:

Additional Comments
Beneiis
Equal Employment Opportunity

*Deseription:

Description:

[¥]Add Posting Desciptions

[ Job Posting Destinatio Customize | Fing | B | # et £ 1.0r1 L Loct
Relative Open
Date

Destination *Posting Type

Internet 2 < c} & i

PostDate Remove Date

[¥]2dd Posting Destinations
oK Cancel Preview

oore o o e - [~ [Rion -

isen] | 3 € 50O Y SO st an

Step Action

47, Click the "Description Type" field drop-down menu and select Job Description from the list of values.
The job description will not populate automatically.
When crafting the verbiage for this section, utilize information from the work profile, benchmark, or job
description to give a brief "at a glance" view of the job. The job description should read like a newspaper
ad in an effort to draw quality candidates into your applicant pool. The full job description can be
provided to the candidate(s) during the interview process.
Click the Job Description list item.

48. Click the Posting Type list.

49, If necessary, continue to add Posting Descriptions for Responsibilities, Hire Salary, Additional
Comments, etc. Once the posting information is complete, move to the Job Posting Destination section.
The Internet destination is provided for you. Please locate the Posting Type drop down menu.
Click the Internal list item.

50. Click the Relative Open Date list.
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Step

Action

51.

Select the Relative Open Date field from the drop down menu.
Note: This action will populate the Post Date field.

Click the Approve Dt list item.

52.

Enter the desired information into the Posting Duration (Days) field. Enter "5".

53.

Note: Pressing the Tab key will populate the Remove Date field.

Press [Tab].

54.

Click the Add Posting Destinations button.
| Add Posting Destinaticnsl

55.

The Internet destination is provided for you. Please locate the "Posting Type" drop down menu.

Click the Posting Type list.

56.

Click the External list item.

{2 Create New Job Opening - Windows Internet Explorer

IR |
O v [elmes i1.00v] P50/ 3L /EMPLOVEERI{c]HRS P, HS_J0_LAUNCH GBLTPORTALPARAM_PTCNAV=HC_res_o_LAUNCH_sotszorr.sc ]| & | [ |[ x| [Eeng £l
[ Fb = um romEs b G

s

{8 Create New 2ob Opening

Suggested Sites ~

J@vm o ) e v Pager Safetys Tookv @

Home | Workist | Add toFavortes | Sign out

“Visible: [Internal and External =l o
“Description Type: [Job Description =
*Description: — a
Description: n fDEes o
E B I U =
= A~ "

Indiana State Government s actively seeking a Human Resources Generalist 1 candidate to

join the Indiana State Personnel Department (SPD) to work as a Senior Benefits Specialist.

This position provides guidance a divisions, and local or

regional staff pertaining to human resource policies and programs,

To perform this job successTully, the qualified candidate should possess knowledge of the

principles, laws, requlations, theories and practices of human resources management and
m: s

administration and extensive knowledge of Specific human resources programs such a
Affirmative Action, AD#, and employee relations

[¥]Add Posting Descriptions

ate (Days)
Internet internal |¥] [Approve 7] |0@i2e2011 100172011 s @

Intermet [Edemar =] [ = B[ B[ o
Add Posting Destinations

oK Cancel Preview

[l
o B~ [~ [ -

Step

Action

57.

Click the Relative Open Date list.

-
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{2 Create New Job Opening - Windows Internet Explorer JRETES]

G- v _FRPY.-R3_J0_LAUNCH GELTPORTALPARAN_PTCHAY~HC s _1o_uauncr cetseoer.5c =] @ |[4o)[ %] [Bong o]

| Fle Edt view Favorites Tools  Help

| o Favortes | i (=) suggested ses ~

& Create New Job Opening |5 - B - - page ety Took - @ 7

Home | workist | _Adatoravortes | Signout

“Visible: [nternal and External = \
“Description Type: [Job Description =l
*Description:

Deseription:

Indiana Stats Government s actively seeking 3 Human Resources Generalist 1 candidate to

join the Indiana State Personnel Department (SPD}to work as a Senior Benefits Specialist.
This position provides guidar

regional staff pertaining o h

ecutives, divisions, and local or
programs.

To perform this job success ndidate should possess knowledge of the
principles, laws, regulations, theories and practices of human reseurces management and
adminisiration and extensive knowledge of specifichuman resources programs such as
Affirmative Action, ADA, and employee relations

Approve Dt
Eignt days
Five days
Four days
ine days
one oay
d
" Sixdays osting Durat
Destination Posting Type ¥ Post Date Remove Date
9 VP Ten gays (0ays)
Intemet internal v (T"ee 95| nosio01e 100172011 5 @
[Two days
Intemnet [Edema =] = & E i}
] Acd Posting Destinstions
oK Ca Preview L
[Cone [T [@nemet [~ [®iow -

Step

Action

58.

Select the Relative Open Date field from the drop down menu.

Click in the Approve Date field.
|§pmve Dt

59.

Enter the number of days for the posting duration into the Posting Duration field.

Enter the desired information into the Posting Duration (Days) field. Enter "5".

60.

Note: Pressing the Tab key will populate the Remove Date field.

Press [Tab].

61.

Click the Preview button.

Freview

62.

Review the information and formatting on this page, as this will be what the candidates will see when it is
posted on the job bank. Any necessary changes can be made by clicking on the Return to Previous Page
link.

Click the Return to Previous Page link.
[Return to Previous Page

63.

Click the OK button.

64.

Click the Next Step link.
Mext Step
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Step

Action

65. Information you record on the Education and Experience page may be used for preliminary and/or final
screening. Entries on this page should reflect all possible combinations of education and experience as
outlined in the Preferred Experience narrative box on the job posting page.

Click the Highest Education Level list item.
| A-Not Indicated =]

66. Click the Highest Education Level drop-down menu and for this example select the HS Graduate or

Equivalent list item.

Cllck the C-HS Graduate or Equivalent list item.
67. Enter the desired information into the Years of Work Experience field. Enter "4".
68. Click the Add Work Experience and Education link.

Add Work Experience and Education]|
69. Click the Highest Education Level list item.

-

70. C|ICk the D-Some College list item.

71. Enter the desired information into the Years of Work Experience field. Enter "3".

72. Continue to add rows of education and years of work experience until all possible combinations of
education and work experience have been entered, reflecting the information in the Preferred Experience
narrative box on the job posting page.

Press [Enter].
73. The Degrees field is optional and may be used in screening to limit the applicant pool based on specific

education requirements.

The desired degree must be specifically listed on the job posting in the preferred experience section to use
it in screening.

Press [Enter].
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Step

Action

74.

The Add Licenses and Certifications section is optional and may be used in screening to limit the
applicant pool based on specific license and/or certification requirements.

The desired license and/or certification must be specifically listed on the job posting in the preferred
experience section to use it in screening.

If a license or certification is pertinent to your agency and is not listed in the License or Certifications
table, send a request via webmail (spdwebmail@spd.in.gov) to State Personnel. Items to include:

-Complete Certification/License Title

-Industry Standard Abbreviation
-Certifying/Licensing Authority

-Web address to verify the licensure/certification

Press [Enter].

75.

Click the scrollbar.

76.

You can click the Screening link or the Next Step link to continue.

Click the Next Step link.
Mext Step

77.

Click the Load from Question Sets link.
[Load from Question Sets]

78.

Click the Core SOI questions option. Also at this step you can select any other appropriate question sets.
Note: The 'Core SOI questions' set is required for all job postings.

Click the Core SOI Questions option.

79.

Click the Human Resources option.

80.

Click the OK button.

81.

If a question in the selected Question Set is not applicable for the position you are posting, you may
delete that question by clicking on the trash can icon located on the same row as the question. NOTE:
Do not remove any of the Core SOI questions.

Click the Trash Can Icon link.

]

82.

A Delete Confirmation box will open.

Click the OK button.

83.

Click the scrollbar.
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Step

Action

84.

The Family Medical Leave question has been removed from the set of screening questions for this job
posting.

Press [Enter].

85.

You also have the option to add individual screening questions. For this example, we will add the FMLA
question back into our question set.

Click the Add Screening Questions link.

|add Sereening Questions|

86.

Click the Magnifying Glass button.

87.

The "Look Up Question ID" box opens. Click on the drop-down menu for the Description Field.

Click the Description list.

hegins with =

88.

Click the contains list item.

89.

Enter the desired information into the Description field. Enter "family".

90.

Click the Look Up button.

91.

Click the Family Medical Leave Act link.
Farnily Medical Leave Acf

92.

The Family Medical Leave Act question has been inserted into the list of desired questions for the
candidates to answer.

Continue to add question sets and add or delete individual questions until you have entered all the
screening questions needed for this job posting.

Press [Enter].

93.

You can review the complete screening question library by contacting your agency recruiter/advisor to
obtain a copy of the most current version. You can also request from your agency recruiter/advisor that a
specific screening question be added to the library, which will allow you to screen candidates for specific
experience.

Press [Enter].

94.

You can click on the Hiring Team link or the Next Step link to continue.

Click the Next Step link.
Mext Step

95.

Click the Add Recruiters link.
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Step Action

96. Click in the Name Field and enter the recruiter's name (example: Heather Whitaker) or look up the
recruiter's name by clicking on the magnifying glass.
Click the Look up Recruiter ID button.

97. Enter the desired information into the Name field. Enter "Heather".

98. Click the Look Up button.

99. Click the Heather Whitaker link.
Heathervhitake

100. Click the Add Hiring Managers link.
lAdd Hiring Managers|

101. You may either click in the Name Field or enter the hiring manager's name (example: Nicole Russell) or
you may look up the hiring manager's name by clicking on the magnifying glass.
For this example, click the Look up Manager ID button.
Click the Look up Manager 1D button.

102. Enter the desired information into the Display Name field. Enter "nicole".

103. Click the Look Up button.

104. Click the Nicole Russell link.
Micole Bussell

105. You may add "'Interested Parties" to the Hiring Team screen. An "Interested Party" is used for interview
purposes. They can view applicants but they have no access to edit the job opening.
Click the Add Interested Parties link.
[2dd Interested Parties]

106. You can type in the name of the Interested Party or use the Magnifying Glass look up option to search.
Click the Magnifying Glass button.

107. Enter the desired information into the Name field. Enter "sherry stolle".

108. Click the Look Up button.

109. Click the Sherry Stolle link.
Sherry Stolle

110. You can add more than one recruiter, hiring manager, or interested party. If you do so, you will need to

select the primary recruiter and or hiring manager by clicking in the primary checkbox.

Press [Enter].
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Step Action

111. You can either click 'Save as Draft' if you are not completely finished creating the posting or you can
click 'Save & Submit' to start the final approval process. If you click 'Save & Submit', the posting will
first be routed to the Hiring Manager's supervisor for approval. Once approved, a workflow message will

be sent to the Recruiter who will then review, edit if necessary, approve and submit the posting to the job
bank.

Click the Save & Submit button.
| Save & Submit |

112. Press [Enter].

113.

End of Procedure.

Modify/Approve/Deny a Opening
Modify/Approve/Deny a Job Opening:

This section is used by the Hiring Manager and/or the Hiring Manager's Supervisor and/or the Recruiter. In this topic,

you will learn how to modify, approve, or deny job postings. This feature is used to ensure the job postings contain
required information before appearing on the job bank.

Procedure
This module covers how to view a job posting and approve it.

For quick approvals/denials, utilize the checkboxes next to each pending approval and use the Select drop-down at the
bottom of the page to approve or deny a group of postings. To submit your selections, click the go button.

{2 Employee-facing registry content - Windows Internet Explorer
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Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Pending Approvals link.
| [£] Pending Approvals

{2 Pending Approvals - Windows Internek Explarer —1E[X]
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572326 Cynthia Buchtman
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Step

Action

Click on the job title link you wish to approve.

Click the Job Approval: Security Officer 4 Seasonal link.
[Job Approval.Security Officer 4 Seasonal |

The supervisor can modify the job posting by selecting any of the tabs at the top and editing the fields as
needed.

Click the Approvals tab.

Approvals

The supervisor can approve or deny the job posting at this stage by selecting the appropriate button.

Click the Approve button.
Approve

Press the left mouse button over the scrollbar and drag the scrollbar to the bottom of the page.

Click the scrollbar.
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Step Action

8. Click the Save link.

9. End of procedure
End of Procedure.

Screening

Screenings:
In this section you will learn how to do a

e Preliminary screening of a job opening
e Final screening of job opening

Screen a Job Opening
Preliminary screening of a job opening:

In this lesson, you will learn how to complete a preliminary screening of applications received for a specific job opening
requisition number.

Procedure

#2 Employee-facing registry content - Windows Internet Explorer
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Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Find Job Openings menu.
| [=] Find Job Openings

{5 Find Job Openings - Windows Internet Explorer
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Display Jobs: | |
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Recruiter: a
Originator: T
Business Unit e
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Title: ]
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Search Reset

Create New.Job | Browse Job Openings Find Job Postings

J@vm o g v Pager Safetys Tookv @

Home | Workist | Add toFavortes | Sign out

ENewwindow ? Help [ Customize Page B nttp

pore T (6 mteme: ERESTR

Step

Action

Enter the desired information into the Job Opening ID field. Enter "576030".

Click the Search button.

Click the Program Director 1 link.
|F"r-:n:|r:3n'| Director 1 |

Click the Screen Applicants link.
screen Applicants

Click the View Screening Levels link.

|giew SCreening Levels

Click the Preliminary link.
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Step

Action

10. Decide whether the item should be check Required and/or Used in Screening.
-Required (pass or fail)/Selecting this will screen applicants out so be careful what you select. Do not
select Required for proficiency questions or years of experience questions because there is no correct
answer associated with these and everyone will fail screening.
-Use in Screening/will only assign points for correct answers but will not screen applicants out.
Press [Enter].
11. Select your screening criteria.
Mark the lowest level of education and experience, Use in Screening and Required.
-This will fail applicants who do not list at least the minimum combination in their profile.
Click the Use In Screening option.
12. Mark the lowest level of education and experience, Use in Screening and Required.
Click the Required option.
13. Next you will need to mark every higher level of education and experience as Use in Screening as well as
assign a point value for each level.
For this example, one (1) point has been assigned for each level of education and experience combination.
Press [Enter].
14, Mark all screening questions Use in Screening and click Edit Details for each question. Adjust or assign
points to each answer if necessary.
The yes/no questions that are the most important can also be marked
Required if the goal is to try to lower a large applicant pool. Remember, an incorrect answer causes the
applicant to fail screening.
Multiple choice questions can only be marked as Use in Screening.
Selecting Required will cause all
applicants to fail screening.
Press [Enter].
15. Mark the screening questions ‘US Work Eligibility, ‘SOl Dismissal’ and ‘Verification of Information’

Use in Screening and Required for all postings. For this example, also mark the question 'Program
Coordination' as required. This will fail all applicants who answered 'NO' to this screening question to
lower the applicant pool.

Click the Required option.
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Step Action

16. Once all screening criteria has been set, click the OK button.

NOTE: Do NOT click the Apply button so that if necessary you can rerun the screening as many
times as you think necessary.

Click the O_K button.

17. Click the Run list.

| Select.. =

18. Click the Preliminary list item.

#Z Find Job Openings - Windows Internet Explorer
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Step Action

19. Click the Go button.
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Find Job Openings - Windows Internet Explorer
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Step

Action

20.

Click the Process Monitor link.
Process Monito

{ Find Job Openings - Windows Internet Explorer
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Step

Action

21.

The process monitor appears in a new window.

Click the Maximize/Restore button.

[=1

Step

Monitor - Windows Internet Explorer
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Action

22,

Click the Refresh button.
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Step Action
23.

Continue clicking the Refresh button until the run status is success and the distribution status is posted.
Once the status is posted you can close this window.

Click the Close button.
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Step

Action

24,

Refresh the screen to populate screening results.

Click the Run button.

25.

Click the View Screening Results link.

Here you will see the applicants that have Passed or Failed the screening criteria you set. From this
screen you will be able to pull the applicants through to an Excel spreadsheet.

|£iew Screening Results
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Step

Action

26.

Scroll to the center of the page to view the results.

Release the mouse button.
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Step

Action

27.

information.

Press the [Ctrl] key and click the Download button.

Click the Grid icon while holding the Crtl key. A new window will open with the downloaded
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Step

Action

28.

If you need to bypass a Pop-Up blocker, you can press the CTRL key and click the Download button, or

temporary disable pop ups by clicking the pop up blocker link.

Click the Pop Up button.

29.

Click the Download File... menu.

Dovenload File, ..

or Press [D].
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"Download File "

View Al foplieat | piogce cloge this window after download has completed

Do you want to open or save this file?

Run: | Select

Name: ps.xis
Job Opening ID: @ Tope:  Microsoft Office Excel 97-2003 Worksheet, 1.14(8
Job Code: From: devhe50.gmis.in.gov

Screening Level

[V Always ask before opering this lype of fle
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Do)\ 9-0- )= Microsoft Excel ==
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) ps [Read-Only] -=x
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2 | s2|sherry stolle 291210/15/2011 12:13PM [030Screen___|passed
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Step

Action

31.

When you are finished reviewing/manipulating the screening results in the Excel spreadsheet, you may
exit out of the spreadsheet or save it in order to edit as needed.

You will be able to modify the spreadsheet to your needs. Please make sure that you add at least 2
additional columns to reflect Veteran status and Recall rights.

You will save the spreadsheet for additional reference. Depending on your business practice, you will be
able to forward this information to your hiring manager(s).

Press [Enter].

1B ]
[2]-]
J@ “ [ - [0 v Pagev Safetyw Took~ @
Home | Workist | Add toFavortes | Signout
Business unit 00675 Branchule Carr Fac N
Essie  Returnto Joh Opening
View Al Applicants | View Screening Levels | View Screening Results
Run: [Select ~] o o
Screening Results Find | view a1 First K
Job Opening ID: 576030 Program Director 1
Job Code: 002M1 PT1 -Program Director 1
Screening Levals: Find | view A1 First K
Screening Level: Preliminary Apply Results
Appiicants
) AepicantData
‘Application Screening
Score Points  Name n s Disposition  Soree Rate  Resuits Ap;
- e 10132011 g
O 38% 820 ShemyStolle (2912 e 030-Screen  Passed  Rate
. 10132011
O s0% 107.0 Heather ker 16456 1207P 030-Screen | Passed Rate
- , 10132011 | 140-Not
M |29% 620 Laila Alvse 2175781 et s Failed Rate
M 5% 107.0|John Stolle 2514484 MBI os0sceen Passed  Rate
Run: [Select 7] Go Apply Results
Select Al Deselect All Raute Applicant Werge Applicant
Elsae  Retunto Joh Opening
T T (6 meme: [ - [Ruow -

Step

Action

32.

If you have more than 20 applicants on the list, click the View All link.
To place an applicant in Route status, click the check box next to each applicant that Passed screening.

Click the Checkbox option.
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JRETES]

T [ |G| SED

Find Job Openings - Windows Internet Explorer

G- E s ARPI 5 J0_FIND_JoB.GELTPORTALPARA_PTCA

| Fle Edt view Favorites Tools  Help

| Fovortes |
@ Find Job Openings

1= Suggested sites ~

-~ [ e - Page - Safety~ Took - @~

| -

ORACLE"
| Workist | AdatoFavortes | _Sign out

Favgiites  Main Menu > Recruiting > Find Job Openings

Business Unit: 00675  Branchuille Corr Fac

Esse  Retumto Job Opening

View All Applicants | View Screening Levels | View Screening Results:

I “

Screening Results

Job Opening ID: 576030 Program Director 1
Job Code: 002w PT1-Program Director 1

Screening Level: Preliminary | Apply Results|

Application Screening,

Score  Points  Name w [l Dispositon SIS gate  Resuits Apr

P 3% 820 ShemiStolle 2012 e o30Sceen Passed Rt

W 505 107.0| Heather Whitaker 15456 Tt osscreen  Passes  mate
0132011 110-Net

2% 620|Laladise (2175781 oaaatt IO Failed Rate

[RE 1070/ John Stolle 2514484 e o30Sceen Passed Rt

R [Select =] [Go] [ Apply Resulls |

Select All Deseledt All Route Applicant Merge Applicant

@sse  Retunto Job opening

[ o o o - 7 [P~ [Rioom -

Step Action

33. Notice that all the applicants that have passed screening have been marked to route.

/= Find Job Openings - Windows Internet Explorer

(GC) = [0 itos et o oo 12ENLOVEE PRI AT 510D 106, G 1P ORTALPARA FTCIA
| Fle Edt view Favortes Tools Hel

| o Fovortes | s (=) suggested ses ~

(€ Find Job Openings

i 1s_30_rino_oe_eLecorriz]| 4 | [¢2][x]

| & -

ORACLE"
| Workist | AddtoFavories | Signout

Favgrites | Main Menu > Recruiting > Find Job Openings

Business Urit: 00875 Branchuille Corr Fac

Esae  Returnto Joh Opening

View All Applicants | View Screening Levels | View Screening Results:

Rur [Seled =) %

Screening Resuits

Job Opening ID: 576030 Program Director 1
Job Code: 002m1 PT1-Program Director 1

Screening Level:  Preliminary | Apply Results |

Application Screening

Score Points  Name o [aee Disposition  SCTEEMING  pee  pesuits Apr

¥ 2 820 ShemyStole 2012 e oa0saeen Passed  Rats

P 5% 107.0 Heather Whitaker | 15455 e o30sceen Passed |Rate
10132011 1106t

2% 620|Lajadise (2176781 onazett el Fales Rate

P 0% 1070/ dohnstolle 2514484 1001 lo30-screen (Passed |Rale

1247PM

Run: | Select =] [&a] [ Apply Results |

Select All Deselect All Route Applicant Merae Applicant

Elsae  Retunto Joh Opening

I @ et 7~ [ =
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Step Action

34. Click the Route Applicant link.
Foute Applicant

35. Insert the employee’s name that you will route the applicants to into the Route To field. This employee
will have access to review the applicants to ensure they have the preferred experience for the position.

Enter the desired information into the Route To field. Enter "karen dunbar",

36. Tab out of this field to populate the information.

Press [Tab].

37. Click the Submit button.
38. Do not click the Save link. This will Apply the screening results and you will not be able to rerun

screening if necessary. When you leave this page, you will receive an error message. Click Cancel.

Click the Return to Job Opening link.
[Return to Job Opening|

39. Click the Cancel button.
40. Applicants have successfully been screened and routed.

NOTE: If you would like to screen the applicants that passed the Preliminary Screening process using
more detailed criteria, please repeat all steps above but select Final Screening instead of Preliminary
Screening.

Press [Enter].

41. End of procedure.
End of Procedure.

Interviews

Interviews:
In this section you will learn how to

e Manage interviews
e Create interview evaluations

Manage Interview Schedule
Manage Interview Schedule:

This section is used by the Hiring Manager to reflect applicants chosen to be interviewed. In this topic you will learn how
to create interview schedules and confirm interview information with applicants and interview team members.

Your goal is to view a summary of an applicant's interview schedule and navigate to the supporting detail pages.

Procedure

Last Update October 18,2011 30




£ Employe g registry content - Windows Internet Explorer

JRETES]

=8 ][][)[x][Zen

(2]

Fle Edt View Favorites Took Help

55| - | @ oracke | Peoplesoft Enterpri... | @ Grads | PeopleSoft Enterpri..

Favortes  Main Henu

Personalize Content | Layout

@ Employee-facingregitry... X

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main
Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster

Top Menu Features Description BT [Important Information

Vou are not authorized for this page.

|open Enroliment Elections
You are not authorized for this page.

Search by:

Full Name (Last First) -

Search

Find Locations

Saarnh b o B2

[Company Directory 5]

i Favorkes |55 £ ELM £ PSHR £ Oratle PeopleSoft Enterpris,.. £ Myshare B Find a Person @ Find Incidents ) SPD Training. | SO1HR, ELM, and PORTAL

] Suggested Stes -

T - B - 0 v Pages Safety - Took- @- 7

| Workist

Addto Favories Sign out

I

] Dore
Hsan| | G €HOY

|| @ employee-facing reqi...

@ et

[~ [Rio -

DT 104 an

Action

Click the Main Menu button.

Point to the Recruiting menu.

Click the Browse Job Openings menu.

| |_'1 Browse Job Openings
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{2 Browse Job Openings - Windows Internet Explorer 15[ ]
G- o RPN RS_0_360_LALNCr oL ol ath—roRTAL koo _oect ric_recrunr_eveie ]| B |49 ] & ang [2]-]
Fle Edt vew Favortes Took  Help
s Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find aPerson ) Find Incidents ) SPD Training € | SOLFR, ELH, and PORTAL .. | Suguested Stes =
25| -| @ orace | Pesplesott Enterpri. | @ oracke | Peoplesoft Enterpri., | @erowse 100 cpenings  x Y~ B) - ) dm v Page - Safery - Took v @~
Wome | Workist | AddtoFavortes | Signout
Favgrtas  Main Menu > Recrutng > Browse Job Openings
? Help B http
Browse Job Openings
ViewDrafls  Find Job Openings
Display:  [Job Assignedto me 7] [e10-0pen =l I~ @
Job Openings Status: 010-Open
Targ >
Select  Job Opening 10 o Type  Location Ororings Opempge Hotdod Created
Program Director 2 10000549405 Standard DWD Central Office |1 1 08192011
Broad Ban - State Personnel e
e 10000542403 Standard 02 =1 O 1 1 0810512011
Human Resources State Personnel
| EE 10000543404 Standarg 022 TOT 2 1 081052011
. State Personnel
o 7 5 s 712612
[l Program Dir £ 10000542401 Standard G221 FE 1 1 0712612011
r 10000549381 Standard Office of Technology 1 1 07192011
cnt
= Field Auditor 2 10000549382 Standard DOT Central Office |1 1 07119/2011
Human Resources State Personnel p
r ot 10000548380 Standard | o=t 1 1 @ orngent
o] LState 10000549391 Standard DOT Ft WayneSD 1 1 071972011
SelectAll  DeselectAl Go
Create New.Job FindJob Openings  FindJobPostings  View Drafts
e T T T e [ = )
distart| | v @ & 2 © ¥ = |[& vrowse Job Openings .. P9 10:45 am

Step Action

4. Locate the title of the Job Opening in the Job Opening Column and by the correct requisition number in
the ID# column.

Click the Program Director 2 link.
[Program Director 2|

5. Locate the applicant for which you wish to schedule an interview.
Click the Take Action field drop-down menu button.

Click the Select Action list.
| Select Action... =l

6. Click the Manage Interviews list item.
[Manage Interviews |

7. Click the Expand section button.

This is located next to the applicant's name.

8. Click the Expand section button.
¥

9. Click in the Interview Type field drop-down menu button.

Click the Inhousel list item.
[Inhouset |
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Step Action

10. Click in the Date field.
11. Enter the desired information into the Date field. Enter "08/22/11".
12. Enter the desired information into the Start Time field. Enter "9:00AM".
13. Press [Tab].
Enter the End Time.
14, Enter the interviewer's employee ID number into the Interview ID field OR click the magnifying glass to

search for and select the interviewer employee ID number(s). For this example we will type in the
employee ID number.

Click in the Interviewer ID field.

15. Enter the desired information into the Interviewer ID field. Enter "10000021673".

16. The interview team should be notified by phone.
This checkbox is optional and should be used only for confirmation purposes.
This sends a system-generated reminder to the applicant.

Click the Notify Interview Team option.
| Notify Interview Team|

17. Click the Submit button.

18.

End of Procedure.

Create/Complete Interview Evaluation
Create/Complete Interview Evaluation:

This section is used by the Hiring Manager and/or interview team to document interview notes for all applicants
interviewed. In this topic you will learn how to enter interview notes and ratings for all applicants chosen for interviews.

Your goal is to view a summary of how to create/complete an interview evaluation and navigate to the supporting detail
pages.

Procedure
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£ Employe g registry content - Windows Internet Explorer

JRETES]

=8 ][][)[x][Zen

(2]

Fle Edt View Favorites Took Help

55| - | @ oracke | Peoplesoft Enterpri... | @ Grads | PeopleSoft Enterpri..

Favortes  Main Henu

Personalize Content | Layout

@ Employee-facingregitry... X

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main
Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster

Top Menu Features Description BT [Important Information

Vou are not authorized for this page.

|open Enroliment Elections
You are not authorized for this page.

Search by:

Full Name (Last First) -

Search

Find Locations

Saarnh b o B2

[Company Directory 5]

i Favorkes |55 £ ELM £ PSHR £ Oratle PeopleSoft Enterpris,.. £ Myshare B Find a Person @ Find Incidents ) SPD Training. | SO1HR, ELM, and PORTAL

] Suggested Stes -

T - B - 0 v Pages Safety - Took- @- 7

| Workist

Addto Favories Sign out

I

1 Error on page.

Hsan| | G €HOY

|| @ employee-facing reqi...

@ et

[~ [Rio -

R TD 105t an

Action

Click the Main Menu button.

Point to the Recruiting menu.

Click the Browse Job Openings menu.

| |_'1 Browse Job Openings
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{2 Browse Job Openings - Windows Internet Explorer —1&]x]

G- « PR R _J0_380_LAUNKCH Gol Falrpath—poRTal_kooT_op kT rC_recrur_eneta ]| 8 ][] [Beng ol
Fle Edt vew Favortes Took  Help
s Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find aPerson ) Find Incidents ) SPD Training € | SOLFR, ELH, and PORTAL .. | Suguested Stes =
25| -| @ orace | Pesplesott Enterpri. | @ oracke | Peoplesoft Enterpri., | @erowse 100 cpenings  x Y~ B) - ) dm v Page - Safery - Took v @~
Wome | Workist | AddtoFavortes | Signout
Favgrtas  Main Menu > Recrutng > Browse Job Openings
? Help B hitp
Browse Job Openings
iewDrafis  Find Job Openings
["Job Open
Display; Job Assignedtome |7 [o10-open = [Factive within View Al =l w
[ Job Open 5
Target  Availabl -
Select  Job Opening 10 o Type  Location e EE HotJob Created
Program Director 2 10000549405 Standard DWD Central Office |1 1 08192011
Broad Ban . State Personnel .
540403 0512
e 10000542403 Standard 02 =1 O 1 1 0810512011
Human Resources State Personnel
| EE 10000543404 Standarg 022 TOT 2 1 081052011
. State Personnel
00 3 st 12612
[l ProgramDIFE7 10000540401 Standarg Dot ECT 1 1 0712612011
(| (gt 10000548381 Standard Office of Technology 1 1 07192011
= Field Auditor 2 10000549382 Standard DOT Central Office |1 1 07119/2011
Human Resources State Personnel p
r ot 10000548380 Standard | o=t 1 1 @ orngent
s
o] alStle 10900549391 Standard DOTFt Wayne D |1 1 071912011
SelectAll  DeselectAll  [SelectAction - Go
Create NewJob FindJob Openings  FindJobPostings  View Drafts
pore o o - [~ R =
distart| | v @ & 2 © ¥ = |[& vrowse Job Openings .. 52T, 10:55 am

Step

Action

Click the Program Director 2 link.
This is under the Job Opening column.

[Program Director 2|

Locate the candidate for whom you want to create an interview evaluation.

Click the Select Action dropdown button to activate the menu.
| Select Action... =l

Click the Create Interview Evaluation list item.
[Create Interview Evaluation |

Click the Interview Type field drop down menu button.

Click the Inhousel list item.

Click the Interview Rating list item.

Choose the rating that best reflects the applicant's responses to the corresponding interview questions.

Note: A numeric score will populate based on the interview rating chosen.

Click the Comments button.
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Step

Action

10.

Enter the desired information into the Comment field. Enter "Candidate used good grammar and
maintained appropriate eye contact".

Comments should be objective statements based on the candidate's responses to interview questions.

11.

Click the Spell Check Icon button.
[

12.

Click the OK object.
oK

{2 Find Job Openings - Windows Internet Explorer

JEETES]

R 5 _Jo_FIND_Jo8.GBL PORTALPARAN_PTCNAY—HC. i _to_Finp_scs_csozoer 2] B ][44 [) [Beng [2]]

|f-8 -

) @ - Pege~ Sefeiy~ Tods~ @ 7

Home | Workist | AddtoFavortes | Sign out
Favertes - Main Menu > Recrutting > Find Job Openings

Fiewwindow ? Help [ Customize Page B, nttp
Evaluation Rating Comments

Applicant Name:  Sheny Stolle

Category: Gommunication Skills

Comment Canaidate used good grammar and maintained a¢
appropriate eye contact

oK. Cancel

[T T e mtemet [Fa - [®ioow -

Step

Action

13.

Click the O_K button.
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{2 Browse Job Openings - Windows Internet Explorer —1&]x]

G- o RPN RS_0_360_LALNCr oL rakierath—roRTAL_Roor_onsect ric_recrun_eveie ]| B |49 ] [ ang [2]-]

Fle Edt View Favorites Took Help

o5 |5 £ ElM £)PSHR &) Orade PeopleSoft Enterpris... € Myshare B FindaPerson &) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. & | Suguested Sres =

T3 - B - 0 v Pagev Safety - Took- @- 7

(€ crade | PeapleSoft Enterpri.., | @ Erawse Job Openings x

Home | workist | _Adatoravortes | Signout

Favgrtas  Main Menu > Recrutng > Browse Job Openings
B NewWindow ? Help [& Customize Page B http <]

Manage Applicant: Sherry Stolle

Interview Evaluation

Complste the evaluation form by providing an interview rating for each category, an overall rating and a
recommendation. Provide any appropriate comments. Choose the Submit Evaluation button when you are done.

Save Submit Evaluation | | Cancel | Retun to Previous Page
ApplicantID: 2912 Applicant Name: S
Job Opening ID: 10000549405 Posting Title:

Interview Date: [osroott B Intorview Type:  [Mhouset ]
Category Interview Rating Score  Comments
Communication Skills [averase =] 5 B
Customer Serice [wveage =] 5 =]
Education/Training = 0 [E]
Initiative - | 0 =]
Judgement = 0 B
Planning & Organizing | 0 =]
TeamworkiLeadership - | 0 B Il
Technical Skills - | 0 B
Work Experience I | o B

Overall Rating: =
Recommendation: -]

I
pore T [ e [~ R =
distart| | @ € 2O Y || @ srowse 30b openings ... @D, 10:59 am

Step

Action

14.

Please continue to add ratings and comments for all categories.

Note: If you have additional summarizing comments, enter them into the General Comments field at the
bottom of the screen.

Click the scrollbar.

15.

Click the Overall Rating field drop-down menu button. Choose the rating which best represents the
overall interview evaluation.

Click the Average list item.

16.

Click the Recommendation field drop-down menu button. Choose the recommendation that represents
the overall interview evaluation.

Click the Make Offer list item.

17.

Please review to ensure all of the information has been completed.

Click the Sa\_/e button.

Save

18.

End of Procedure.

Manage Applicants
Manage Applicants:
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In this section you will learn how to

e Find applicant/update applicant status
e Prepare internal applicant for promotion/demotion/transfer
e Prepare external applicant for hire

View Applicant Profile
View Applicant Profile:

This section is used by the Hiring Manager to view an applicant's profile. This feature allows users to view the following
applicant information:

e Work Experience

e Education

e Training

o Licenses and Certificates

e Other additional information the applicant provides (i.e DD214)
e Resume (if provided)

Procedure

£ Employee-facing registry content - Windows Internet Explorer —1&]x]

G- - =8 (8] <] e 2

Fle Edt View Favorites Took Help

i Favorkes |4 £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person ) Find Incidents ) SPD Training € | SOLFR, ELH, and PORTAL .. | Suauested Stes =

& Employee-Facing registry content %~ B) - ) v Page - Safety - Took < @~

Home | Workist | Addtorevortes | Sanout
FEVEJV(ES MEWVMEHU

Personalize Content | Layout

? Help

Top Menu Features Description EI69 [Important Information o]
Our menu has changed! Effective Wednesday, May 18

The menu s now located acrass the top of the page. Click on

All centralized agencies will be able to
Main Menu to get started

utiize & new number for FIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. No longer will
you need to search for the name of
someane to answer those FMIL questions

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Pick up and dial State Personnel's FIL
central number: 317-234-7955

At the close of business on Tuesday. May 17. the phone numbers of the SPD
FIVL specialists will be disconnected and all calls will be routed to the new

Breadcrumbs visually display A et A
number: 317-234-

your navigation path and give
you access to the contents of
subfolders Hasing the ane phone number will allow SPD to provide enhanced customer
senice with a single point of contact

Menu Search, located under [open Enrollment Elections
the Main Menu. now supports
type ahead which makes
finding pages much faster

There are eurrently no open benefits events to display.

[Company Directory =

Find People
Search by;
Full Name (Last First; -

Search

coarenme  [om %l I~
= I o - [~ [Riw -

o] |~ @@ 20O Y |[@ emploree-tacnareg.. D9 zizem
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Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

You will be able to view an applicant's profile to determine if they possess the preferred experience for
the position.

Click the Browse Job Openings menu.
| |_'1 Browse Job Openings |

TS|
6(:}- &1 htos:f 0. i n.govIpsihr 9Las/EMPLOYEE HRIMSHcTHRS_HR P HRS_J0_360_LALNCH,GeLTFolderPath=FORTAL ROOT_OB3ECT He_echurT_eveie ]| & |[# ][ x| [ eng [2]-]
Fle Edt vew Favorites Tooks Help
i Favorkes |45 2 ELM £ PSHR ) Orad PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training | SOLHR, ELI, and PORTAL ... 2 | Sugaected Stes =
F v E) - @ v Pager Safetyv Todke @
Home | Workist | AddtoFavortes | Sign out
Faveriies  Main Jlenu » Recruiing » Browise Job Openings
7 Help B
Browse Job Openings
ViewDrafls  Find Job Openings
Job Openings.
Display:  [Job Assignedtome ] [o10-0pen = [Actve within view Al 7] L4
Job Openings Status: 010.Open 3
Target  Available
Select  Job Opening 10 o Type Location Ovnigs Omembgs  Hotiob Created~
Program Director 2 10000549405 Standard DWD Central Office |1 1 021912011
Broad Bang 549403 5 State Personnel 0512
e 10000542403 Standard 521 T C 1 1 081052011
Human Resources State Personnel
| = 10000549404 Standard 0o EECT 2 1 08/0512011
Sistems 540381/ S~
[ e i | 10000549381 Standard Offce of Technology |1 1 071912011
(m) Eield Auditor 2 10000549382 Standard DOT Central Office |1 1 071972011
Human Resources - State Personnel y 1o
[l Domennes 10000342380 Standard D251 FETH 1 1 & orronott
s s
r SeasonalSEle 10000549391 Standard DOTFt WayneSD |1 1 0792011
omer S . -
= Sustomer SWRED | 10900549380 Standard [DOT Central Offce |1 1 07192011
SelectAll  DeselectAll  [SelectAction - Go |
Create New Job Eind Job Openings Find Job Postings view Drafts
pore o o o - T [~ [Ruow ~
dse| | cBEIOYE | 9D z12pm

Step

Action

Click the Program Director 2 link.
[Program Director 2|

Click the Applicant Name link.

Click the Applicant Data tab.
| Applicant Data |

Scroll until you find the application submitted for your job opening ID.
Click the scrollbar.

Click the Application Icon button.

=l
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Home | workist | _Adatoravortes | Signout
Favovvrtes MEIHVMEHU > Re(rgmng > Browse Job Openings

2 Help Bty &

Manage Applicant: Rachel Scudder
Application Details

Applicant Name: R

& printApplication Details
‘Applicant ID: 5642

| Save & Continue || Save & Submit | | Cancel | ety to Previous Page

ResumeTite: |
Language Code: English [
Resume Text

B ald @« ke DEa&Q
brma| [l s [lls.z uo

4 A

Add Resume Aftachment

No atiachment has been uploaded to this applicants profile

Add Attachment [E]  Delete Attachment

Desired Start Date: B

ReguiariTemporary:  [Regular E FullPart-Time: Full-Time 7]

I wiling toRelocate [~ Wilingto Travel  Travel percentage:  [None [

[ [Fa = [Rion -

pore

disen| | G E€HOY

|| @ srowse 30b openings ...

@ zusen

Step

Action

You will be able to view the applicant's profile.

Click the scrollbar.

Browse Job Openings - Windows Internet Erplorer |

Go-E § s > o oSl oo et secr v 1] 8 | ) X s

Fle Edt View Favorites Took Help

s Favorkes |5 €/ELM € PSHR €] Orade Peoplesoft Enterpris... &) Myshare B FindaPerson &) Find Incidents € SPD.Traning &) SOIHR, ELM, and PORTAL ... € | Suqgested Stes =

(& Browse Job Openings %) - B - ) o - Page~ sdfetyv Took- @+ 7

ORACLE

Home | workist | _Adatoravortes | _Signout
Favovvrtes MalnvMenu > Re(rgmng > Browse Job Openings
‘ [*1 Add Job Openine ‘

Eligible to Work in U.S:: Yes =
Are you a former employee: [NotaPrevious Empiojes. =]
Previous Termination Date: =

Referral Source

Source ID: Job Postng | =
SubSource ID: )

Specific Referral Source:

Description

Prior
Conviction

-

Work Experience

Start Date. End Date: Edit Employment History

1112511984 07/28/2011 N State Government Edit Employment History o

Add Work Experience

Education Level

Highest Education Level H-Some Graduate Schoal

First Kl 167 0r67 K Lost
Course Title School Hame Course Date

[Family Medical Leave [1117199e | @ 2

[

[PeopleSoft User Training [ o2r22i2000 |5 | @
[
[

[Progressive Discipline™ 03232000 |8 @

[o7r7z000 i @

[Progressive Discipline™*

o o - [~ [Risom -
9 25

pore

#san| |- @€ HOY

|| @ srowse 30b openings ...
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Step

Action

10.

Click the Edit Employment History link.

This link will allow you to view the applicant's work experience.
Edit Emplovment Histor]

11.

Review the employment details.

Click the OK button.

12.

To view education information you will need to scroll down to the degree area.

Click the scrollbar.

13.

Click the Bachelor of Arts link.

This link will allow you to view the education information. If there are no degrees listed in this section,
the applicant either does not have a degree or did not list one. If a degree is required for your position,
the applicant will need to update their application to include this information.

14.

Review the education details.

Click the OK button.

15.

Click the scrollbar.

16.

Other additional information the applicant has provided can also be viewed on this page.

Click the Return to Previous Page link.
Return to Previous Page

17.

Choose the Applicant List link to return to the manage applicant list.

Click the Applicant List link.

18.

You have now learned how to view an applicant profile.
End of Procedure.

Prepare Internal Applicant for Promotion/Demotion/Transfer
Prepare Internal Applicant for Hire:

This section is used by the Recruiter to prepare internal applicants for hire. This step would be completed for internal
applicants who are ready to be promoted, demoted, or transferred within the PeopleSoft 9.1 system.

Procedure
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mploye e-facing registry content - Windows Internet Explorer

JRETES]

Eaiefs][x| e (2]

Fle Edt View Favorites Took Help

i Favorkes |4 £ ELM £ PSHR ) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person &) Find Incidents ) SPD Training € | SOLHR, ELM, and PORTAL .. | Suauested Stes =

& Enployee-Facing regitry content K - B - @ - Pege - sefety - Todk- @~ 7
| Workist | AddtoFavortes | Signout
FEVEJV(ES MEWVMEHU
Personalize Content | Layout ? Help
[Company Directory [important Information
Erectue Wednesca, Loy 18
Search by: All centralized agencies will be able to
Full Name (Last First) | utilize a new number for FIVIL calls.
answers to your Family& Medical Leave
Act (FML) questions can be accessed
— through one phone number. No longer will
you need to search for the name of
someane to answer those FMIL questions
Pick up and dial State Personnels FIL
search by: City B central number: 317-234-7955.
At the close of business on Tuesday. May 17. the phone numbere of the SPD
Search FIIL specialists will be disconnected and al calls will be routed to the new
FIIL number: 317-234.7955.
Haning the one phone number will allow SPD to provide enhanced customer
service with a single point of contact
Top Menu Features Description = x
Our menu has changed! \Open Enrollment Elections.
The menu s now located across the top of the page. Click on
Main Menu to get started
There are eurrently no open benefits events to display.
Highlights
Recently Used pages now
appear under the Favorites
menu, located at the top left
Breaderumbs visually display
your navigation path and give
you access to the contents of
subfolders
pone R T [% - [Riooe = )

@istn| [ @ € O ¥ [ & mpiovee-tacinaren..|

DO iwasan |

Action

Click the Main Menu button.

Point to the Recruiting menu.

Click the Find Job Openings menu.

| [=] Find Job Openings
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£ Find Job Dpenings - Windows Internet Explorer 181 x|
G- o _FRPYM. RS _J0_FIND_Jo.GBL FolderPath—PORTAL_RooT_oBIect e _veckurt_evpLove ]| & |60 ][ | [Fons [2]-]

Fle Edt View Favorites Took Help

I Favorkes |4 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person & Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. | Suauested Stes =

(& Find Job Openings %) - B - ) o - Page~ safetyv Took - @+ 7

Home | Workist | _Adatoravortes | Signout

Favorites  Main flenu > Recruiting > Find Job Openings
B NewWindow ? Help [& Customize Page B http

Find Job Openings

Enter Search Criteria

Search Reset

Job Opening ID:  a

Status: [ooopen =]

Most Recent Activity: |

Job Opening Type: =

Hot Job: [ |

Display Jobs: | I |

Manager: [ a

Recruiter: r  a

Originator: |

Business Unit: Y

Position Number: [ a

Title: —

Recruitment Contact: I |
Search Reset

Greate New.Job | Browse Job Openings Fi

oore o o e - [ [Ruos ~ )
Wset] |~ @ @ @ © Y= |[Erind 100 openings - w.. D9 1140 an

Step

Action

Enter the desired information into the Job Opening ID field. Enter "10000549405".

Click the Sea_rch button.

Click the link under the Job Opening field.

Click the Program Director 2 link.
[Program Director 2|

Select the applicant under Applicant Name.

Click the Applicant Name link.

Click the scrollbar.

Locate your requisition in the Applicant Activity table and click on the Disposition status.

Click the 050- Route link.

10.

You will now need to edit the Disposition Details.

Click the Expand section button.
¥
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JRETES]

G- - O e e | 1| 3|

Fle Edt View Favorites Took Help

& Find Job Openings

ORACLE

Favgrites  Main Menu > Recruting > Find Job Openings

Manage Applicant: Rachel Scudder

i Favorkes |5 EELM € PSHR €] Orade Peoplesoft Enterpris... &) Myshare B Find aPerson &) Find Incidents € SPD.Traning ) SOLHR, ELM, and PORTAL ... € | Suqgested Stes =

Disposition Details: Route

Applicant Name: Rachel Scudder Date Entered:  08/19:2011
: 5042
& Print Job Opening
Posting Title: Program Director 2 Job OpeningID: 10000549405
Job Opening Status: ~ 010-Open Job Type: Standard
Job Tite: Program Director 2 Job Code: 002wz
Position Number: 10001089 Program Director 2
Business Unit: 00510 Deptof Workiorce Development

Save Return to Previous Page

Routing Details

Overall Routing Status: 010-Routed =l StatusDate:  |08/24/2011 [
Status Reason: =

“Route Date  *Route To. Response  gesponse Response Date.

Due
08242010 [NicoleRussell | Q & Jo10-Routec] G

Disposition Status. Reason Status Date. offer D

Route 010-Routed 087242011

~ Edit Disposition Details

Job Opening ID: [ 10000549405/Q Program Director 2

“Status Code: [ |
Status Reason: =
Status Date: 0812412011 el

Confract Number: Q

& -

-l o - Page - Safety~ Tooks- @- 7

Home | workist | _Adatoravortes | Signout

2 Help Bty

I

@istn| | @ € O Y | & ind 30b openings - v

o o - [Fa~[Rion -

D 110

Step

Action

11.

Click the scrollbar.

d Job Openings - Windows Internet Explorer.

w [ https:/jdevhS.gmis.in.gov]pspfhr3Las/EMFLOYEE/HRMS{E MRS _HR A, HR'S_J0_FIND_IOB.GBL 7 oldsrPath—PORTAL_ROOT_OBJECT HC_RECRUIT_EMFLOYELT]| & [x]

Fle Edt View Favores Tooks Help

(& Find Job Openings

ORACLE'

Favgrites | Main Menu > Recryiting > Find Job Openings

Posting Title: Program Director 2 Job Opening ID: 10000549405
Job Opening Status:  010-Open Jon Type: Standard
Job Title: Program Director 2 Job Code: 02wz
Position Number: 10001069 Program Director 2

Business Unit; 00510 Dept of Workdorce Development

Save Return to Previous Page

Routing Details
Overall Routing Status: 010-Routed [ Status Date: 0812412011 |[5
Status Reason: =

“Route Date  “Route To Response Response Date.

0824201 [Nicole Russell | B [ot0Routec] B

Response
Due.

Disposition Status. Reason Status Date. offer D

Route 010-Routed 08/2412011

~ Edit Disposition Details

Job Opening ID: [ 10000549405/& Program Director 2

“Status Code: [ooRome ]
Status Reason: =
Status Date: 0812412011 =]

Contract Number: Q

save Refumto Previous Page

i Favorkes |5 2 ELM £ PSHR 2] Orade PeopleSoft Enterpris... £ Myshare [ Finda Person ) Find Incidents € SPD Training £ | SOLHR, ELI, and PORTAL ... 2 | Sugaested Stes =

-

V) e Page sfetye Took e @)

Home | Workist | AddtoFavortes | Sign out

)
T T @ meme [~ [Riow =
Weart| |~ @@ HO Y [ Find 3ob Operings - .. D 114z
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Step

Action

12.

Click the Status Code list.

J050-Raute =

13.

IMPORTANT: To process your applicant for hiring you MUST select 071 Offer Accepted from the
list.

Click the 071 Offer Accepted list item.

14.

You will receive an error message. Please click OK to proceed to the next step.

Click the O_K button.

15.

Click the Save button.

Save

16.

Click the Return to Previous Page link.
[Return to Previous Pagel

(= Find Job Openings - Windows Internet Explorer = |
6(:} @[] httos:fjdevivsn ans.n.govipsn SLas/ENPLOVEETHRINSHETHRS R M-S J0_FIND_JO.GELTF olderPath—pORTAL ROOT_OBIECT.He_RecRuIT_EnpLove ]| & |[#][ x| [Feng [2]-]

Fle Edt View Favores Tooks Help

i Favorkes |55 2 ELM £ PSHR 2] Orad PeopleSoft Enterpris... £ Myshare [ Finda Person 2] Find Incidents ) SPD Training £ | SOLHR, ELI, and PORTAL ... | Sugaected Stes =

(& Find Job Opsnings J v Bl v g v Pager Safety Toos+ @ 7

Home | Workist | AddtoFavortes | Sign out

Favgriies | Main Menu » Recrutng > Find Job Openings
2 Help By 2]

Manage Applicant: Rachel Scudder

Name: Rachel Scudder ApplicantType:  Employee
ApplicantID: 5642 POl Type: Unknown
Contact None status: iactive
Phone: 31712323077 Address: 921 Eagle Brook Dr
Email: Xxrscudder@spd in gov Shelbple, IN 45176
Sheiby
i & TakeAction Select Adion -] | ce Previous Applicant | Next Applicant | Applicant List
ContactNotes  Applicant Data
Current Status  Interview ScheduleEvaluation ~ Expenses
Applicant Activity
Last
Job Opening Disposition 950 “Take Action

No Job Opening Selected 005 Dratt 1930201 [Seiectadion. =
Mo Job Opening Selected | 005 Dratt o™ [Selectadion = =
No Job Opening Selected 020-0plied 5129y | |[SelectAdion =
1o Job Opening Selected | 020-pplied ?:js_‘,[‘m Select Adion. -
GraniGo R I e ro—
005 Dstt s Select Adtion.
005 Drsft s [Selectdion =
. I ey ro—
020-hopied |30 j0qy | |[SelectAdion

71812
oz0soptied g 20" |[Selectadion =

Proaram Director 2 - 071 Offer 08242011 |1 i
o o o o - Py

Bistat| |~ @€ DO Y |[@ Find Job Openings - W... D 1149 am

Step

Action

17.

Click the scrollbar.
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G- « PR R _J0_FIND_108. G dkreath=rorTaL_Ro0T_Ontect.ne_recrut_eveiove ]| B ][ [x] [Beng 2l
Fle Edt Vew Favortes Tooks Heb
s Favorkes |5 £ ELM £ PSHR @) Oracle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents ) SPD Training € | SOLHR, ELH, and PORTAL .. | Suguested Stes =
& Find 30b Operings T - B - e - page - Safety~ Took- @- 7
Wome | Workist | AddtoFavortes | Signout
Favgrtas  Main Menu > Recrytng > Find Job Openings
.’ pplicant Ad .‘ Contactotes  Applicant Data
Current Status  Interview ScheduleEvaluation ~ Expenses
Job Openin Disposition 25 “Take Action
ST = Updated
Mo Job Opening Selected | 005 Draft 030302011 | o =
307PH
Mo Job Opening Selected 005 Draft gfg:“w Select Action, =)
NoJob Opening Selecled 020-4pplicd g 29y | |[SeledtAdion =
ed |020-Applied |0 ¥20R201 oo dhon =
11:44A1
. 071112011
008 Drat o Select Adion ~
- Al e —
005 Drat Sogen Select Adion.
Human Resources
o o 0772612011 - =
Cencglitl op0-aopiies (302220 | [Setectaction
o 0772612011 |[< =
ozosopies | §120ENT [Setectacion
ProgramDirector2- | 071 Offer e ey —
1000222408 Accepted 114940 Select Adion.
Add New Disposition [ view Activity History
Applicant Activity  ContactMotes  Applicant Data
CurrentStatus  Interview ScheduleEvaluation  Expenses —
* Take Action: [ SelectAction =] 6o revious Applicant INext Applican | Applicant Lt
it @ lect Act 2 P licant | Next Applicant | Applicant List
pore o o - [~ [Rw -
Wson| [© @ € 5O Y |/ Find 30b Openings - w.. DO 1149 A

Step

Action

18.

Notice that the applicant Disposition field has updated. To continue with the hiring process, click the
Take Action field drop down menu button.

Click the Select Action list.
| Select Action.. =]

19.

Click the Prepare for Hire list item.

20.

Note: If the posting includes more than one position number, you will want to verify that the correct
position number is listed in the position field.

Press [Enter].

21.

Click the Type of Hire list.

| |

22,

Click the Transfer list item.
Mransfer [

23.

Enter the desired information into the Start Date field. Enter "08/29/2011".

24,

Click the Verify Employee ID link.

Verify Employee 1D

25.

Verify that this is the correct employee.

Click the Carry ID button.
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Step Action

26. Click the Re_turn button.

27.

Click the Save & Submit Request to HR button.

| Save & Submit Requestto HR

28. End of procedure.

End of Procedure.

Prepare External Applicant for Hire

Prepare External Applicant for Hire:

This section is used by the Recruiter to prepar
Procedure

{22 Employee-facing registry content - Windows Internet Explorer

e external applicants for hire.

JRETES]

O~ & :

ut s ][Blls][x|[=Eems l2l

Fle Edt View Favorites Took Help

(& Employeefacing registry content

Favortes M Henu

Personalize Content | Layout

i Favorkes |45 £ ELM £ PSHR £ Oratle PeopleSoft Enterpris,.. &) Myshare B Find a Person @ Find Incidents ) SO Training. € | SO1HR, ELM, and PORTAL

2] Suggested Stes -

B8

o&- »

Page ~ Sefety ~ Tooks - @)

Home | Workst | Addtorevortes | Sanout

? Help

[Company Directory

Search by:

Full Name (Last First) =)

Search

City -
%:'

Search

Search by:

Top Menu Features Description =

Our menu has changed!

The menu s now located across the top of the page. Click on
Main Menu to get starter

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breadcrumbs visually display
your navigation path and give
You access to the contents of
subfolders

[important Information

Effective Wednesday, May 18

All centralized agencies wil be able to
utiize & new number for FIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. No longer will
you need to search for the name of
someane to answer those FMIL questions

Pick up and dial State Personnel's FIL
central number: 317-234-7955

At the close of business on Tuesday. May 17. the phone numbers of the SPD
FIVL specialists will be disconnected and all calls will be routed to the new
FIL number: 317-234.7955

Having the ne phone number wil allow SPD to provide enhanced customer
senice with a single point of contact

[Open Enroliment Etections

There are eurrently no open benefits events to display.

I

pore

#sen| |- @3 € IO Y

|[ @ employee-facing regi...

o o -

[~ [Rioow -

O 1A

Step Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Find Job Openings

menu.

| [=] Find Job Openings
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I Favorkes |4 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Finda Person & Find Incidents @) SPD Training € | SOLHR, ELH, and PORTAL .. | Suauested Stes =

& Find 30b Operings T - B) - e - page - Safety~ Took- @- 7

Home | Workist | _Adatoravortes | Signout

Favorites  Main flenu > Recruiting > Find Job Openings
B NewWindow ? Help [& Customize Page B http

Find Job Openings

=
Search Reset
Job Opening ID:  a
Status: [ooopen =]
Most Recent Activity: |
Job Opening Type: =
Hot Job: [ |
Display Jobs: | I |
Manager: [ a
Recruiter: r  a
Originator: |
Business Unit: Y
Position Number: [ a
Title: —
Recruitment Contact: I |
Search Reset

Greate New.Job | Browse Job Openings Fi

e T T T e [ [Sow = )
distart| | - @ € 5 © Y H)  |[@ rind 30b openings - w... T 1z0pm

Step

Action

Enter the desired information into the Job Opening ID field. Enter "10000549393".

Click the Search button.
Search

Click the job title link under the Job Opening field.

Click the Attorney E4 link.
Aftorney E4

Locate the name of the candidate that you want to prepare for hire. In this example, we will select Jane
Smith.

Click the Jane Smith link.
ane Smith

Locate your requisition in the Applicant Activity table and click on the Disposition status.

Click the 050-Route link.
N50-Route

You will now need to edit the Disposition Details.

Click the Expand section button.

|

10.

Click the scrollbar.

11.

Click the Status Code list.

J050-Route |
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Step

Action

12. IMPORTANT: To process your applicant for hire, you MUST select 071 Offer Accepted from the list.
the Offer Accepted list item.
13. You will receive an error message. Please click OK to proceed to the next step.
Click the OK button.
14. Click the Save link.
Save
15. Click the Return to Previous Page link.
[Return to Previous Pagel
16. Notice that the applicant Disposition field has updated. To continue with the hiring process, click the
Take Action field drop down menu button.
Click the Select Action list.
| select Action... =]
17. C|ICk the Prepare for lee list item.
18. Note: If the posting includes more than one position number, you will want to verify that the correct
position number is listed in the position field.
Press [Enter].
19. Click in the Start Date field.
20. Enter the desired information into the Start Date field. Enter "08/29/11".
21. Click the Type of Hire list.
22. C|ICk the Hire list item.
23. Click the Verify Employee ID link.
Verify Employee 1D
24. OK button.
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Fle Edt View Favorites Took Help

S Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare B Find a Person &) Find Incidents &) SPD Training € | SOLHR, ELM, and PORTAL ... | Suguested Stes =
(& Find Jab Openings P - B - 0 s - Page~ Safety - Took - @

ORACLE"

Favgrites  Main Menu > Recruting > Find Job Openings

Home | Workist | _Adatoravortes | _Signout

B NewWindow ? Help [& Customize Page B http <]

Manage Applicant
Prepare For Hire
Laila Alyse

To initiate 3 hire, rehire, transfer, additional job assignment, of to add a contingent
worker assignment, select Save and Submit Requestto HR.

Prepare For Hire

Application Status: 071 Offer Accepted

Status Last Updated: 07/26/2011

Job Opering: 10000548353 1@, Atomey £
Job Opening Type: Standard Requisition

Position: 10002753 Altorney E4
Job Code: 00E0AS Attomey E4

Business Unit: 00070 State Personnel Depariment
Department: 045001 SPD - Office OF The Director
Start Date: 08/20/2011 &

Date Applied: 0712612011

Applicant Type: Extemal - New

Type of Hire: =

Contract Number:

Applicant D: Verity Emploree 1D

Employee ID not verified

I send Offer Letter to HR

Hire Comments: g

I
o o - [Fa~[Rion -

| [ 1nbox - Mcrosoft outook | 3 ) |[&rina W Bl

Bsan| | G €HO Y

Step

Action

25.

This is a feature that we do not currently use. Please make sure this box is unchecked.

||_ Send Offer Letter to HF!I

vd Job Openings - Windows Internet Explorer 2 x|}
G- o _FRPY.-R5 _J0_FIND_B.GbL Folderpth—PoRTAL RooT_oesecr.r_recrurt_eveiove ]| B | (42 ] [Feng [2]-]

Fle Edt View Favorites Took Help

i Favorkes |5 £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find aPerson &) Find Incidents @) SPD Training € | SOLFR, ELH, and PORTAL .. | Suguested Stes =
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ORACLE"

Favgrites  Main Menu > Recruting > Find Job Openings

Home | Workist | _Adatoravortes | _Signout

B NewWindow ? Help [& Customize Page B http <]

Manage Applicant
Prepare For Hire
Laila Alyse

Toinitiate 3 hire, renire, transfer, additional job assignment, of to add a contingent
worker assignment, select Save and Submit Requestto HR.

Prepare For Hire

Application Status: 071 Offer Accepted

Status Last Updated: 07/26/2011

Job Opering: 10000548355 1@, Atomey £
Job Opening Type: Standard Requisition

Position: 10002753 Altorney E4
Job Code: 00E0AS Attomey E4

Business Unit: 00070 State Personnel Department
Department: 045001 SPD - Office Of The Director
Start Date: 08/20/2011 &

Date Appliedt: 0712612011

Applicant Type: External - New

Type of Hire: Hire -]

Contract Number:
Applicant ID: Verify Emplovee ID
Employee ID nat verified

‘Additional Hire Information

™ Send Oifer Lefter to HR

Hire Comments: g

o o - [~ [Rion -

| [ 1box - Mcrosoft outook | 3 ) |[Erina W.. Bl

Hsan| | G €HO Y
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Step Action

26. Click the scrollbar.

27. Click the Save & Submit Request to HR button.
Save & Submit Requestto HR

28.
End of Procedure.

Reports

Reports:
In this section you will learn how to

e Print applications by applicant ID
e Print applications by job opening

Internal Application Print by Applicant

Internal Application Print by Applicant:

This section is used by Hiring Managers and HR staff to print applications by the applicant ID. The application will
appear as a PDF after you have run the report based on the applicant ID.

In this topic, you will learn how to print applications by the applicant ID. This feature is primarily used when you are
interested in looking only at one application at a time.

Procedure

egistry content - Windows Internet Explorer EIES|

o =18 &%) [Fees 6

os Took  Help

ELM £ PSHR &) Oratle PeopleSoft Enterpris... € Myshare B Find a Person @) Find Incidents € SPD Training £ SOLHR, ELM, and PORTAL ... | Sunested Sres =

gy content B - B - ) - Pagee seery- Tk @ 7

Favgries  Mai Menu
Personalize Content | Layout ? Help

Top Menu Features Description EX

Our menu has changed!

The menu s now located acrass the top of the page. Click on Main

Menu to get stated |open Enroliment Elections

You are not authorized for this page

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breaderumbs visually display
your navigation path and give yeu
access to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes finding
pages much faster

[Company Directory 5]

Search by;

Full Name (Last First)

e ——

Search

I
o o - [~ [Rion -
@] |~ @@ d0O Y |[@ emploree-tacnareg.. DO sioan

ENEE
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Step Action

1. Click the Main Menu button.
MainvMenu

Point to the Recruiting menu.

3. Click the Reports menu.
| 3 Repaorts F|

4. Click the Internal App Print by Applicnt link.
Internal App Print by Applicn

{2 internal App Print by Applicnt - Windows Internet Explorer. —1E]x]

[i8] s 1 deviso.arisn. govi pspfhr 01ga/EMPLOVEE HRISc/S01_MENLLS01 RUN_SOIERDDLA. GBLTPORTALPARAM_PTCHAYV=S01_RUN_S0ter0n 14 _caLaeor v]( & | (%2 | x| [&eng i

=/

Fle Edt View Favorites Tooks Help

i Favorkes |45 2 ELM £ PSHR ) Oracs PeopleSoft Enterpris... £ Myshare B Finda Person 2] Find Incidents 2 SPD Training £ | SOLHR, ELI, and PORTAL ... | Sugaected Stes =

(&8 Internal App Print by Applcnt f2 - E) - ) @ v Pager Safetye Tooke @

Home | Workist | Add toFavortes | Signout

Favgrites - Main Menu > Recruiting » Reports » Intemal App Print by Applicnt
ENew Window  ? Help B nttp

Internal Application by Appli.

Enter any in you have and click Search. Leave fields blank for alist of all values.

) 20dalew Value

0 300): [300
ith

Pt
s wi

Find an Existing Value | Add a New Value

i B = 73 [~ [®won -

e
distan| | @ @ ) © Y ) |[@E oternol Appprint by - [DOE satan

Step Action

5. Enter the desired information into the Run Control ID field. Enter "RUN".

6. Click the Search button.

7. Click in the Applicant ID field.

Enter the desired information into the Applicant ID field. Enter "2912".

Click the Find Sequences button.
| Find Sequences |
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Step

Action

10.

You may want to sort the applications by submission date in order to identify the most recently submitted
application. To sort by submission date, click on the Last Updated column header until the most recent
application appears at the top of the list.

Click the Last Updated option.

Last Updated

11.

If the applicant has more than three applications you can view all or view 100 to see all applications for
this Applicant ID. In this example, the applicant has 116 applications.

Click the View 100 link.

:

12.

Click the checkbox next to the application you wish to print.

Click the Select option.

O]

13.

Click the Run button.
Run

14.

Click the OK button.
OK

15.

Click the Process Monitor link.

16.

Click the Refresh button.
Refresh

17.

Click the Refresh button until the word "Success" appears in the Run Status column and the word
"Posted" appears in the Distribution Status column.

Click the Refresh button.

18.

Click the Details link.

19.

Click the View Log/Trace link.
View Log/Trace

20.

Click the SOIER001_1912078.PDF link.
SOIER001 1912073.PDF]
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/7 Internal App Print by Applicnt - Windows Internet Explorer

(<ISAD)
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View Log/Trace
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Run Status: Success
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Distribution Node:  HTTP Expiration Date:
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Step Action

21. From here you can choose to print, save, email or simply review the PDF of applications. For this

example we will print the application.
Click the Print button.

=

22.
End of Procedure.

Internal Application Print by Job Opening
Internal Application Print by Job Opening:

This section is used by Hiring Managers and HR staff to print applications by job opening ID.

In this topic, you will learn how to print applications by the job opening ID. This feature is primarily used when you are
interested in looking at all applicants or a select group of applicants who have applied to your posting (i.e all applicants in
"Route" status). The applicants will appear in one PDF document based on the job opening ID and the number of

applicants selected.

Procedure
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ing registry content

‘Windows Internet Explorer

JRETES]

4

o =@ (Bl x][Fens

l2l

Fle Edt View Favorites Took Help

i Favorkes |55 £ ELM 2] PSHR £ Oracle PeopleSoft Enterpri.

(& EmployeeFacing registry content

Favortes  Mai Henu

Personalize Content | Layout

& Myshare B Find aPerson @ Find Incidents @ SPD Training € | SOTHR, ELM, and PORTAL ... € Sugoesied Shes =

& -

| Workist

Top Menu Features Description

Our menu has changed!

The menu s now located across the top of the page. Click on
Main Menu to get started

Highlights

Recently Used pages now
appear under the Favorites
menu, located at the top left

Breadcrumbs vieually display
Your navigation path and give
you accass to the contents of
subfolders

Menu Search, located under
the Main Menu, now supports
type ahead which makes
finding pages much faster

EI69 [Important Information

Effective Wednesday, May 18

All centralized agencies wil be able to
utiize a new number for FVIL calls
answers to your Family& Medical Leave
Act (FML) questions can be accessed
through one phone number. No longer will
you need to search for the name of
someane to answer those FMIL questions

Pick up and dial State Personnel's FIL
central number- 317-234-7955

At the close of business on Tuesday. May 17. the phone numbers of the SPD
FIVIL specialists will be disconnected and all calls will be routed to the new
FIL number: 317-234.7955

Having the one phone number will allow SPD to provide enhanced customer
seniice with  single point of contact

[Open Enroliment Elections

There are eurrently no open benefits events to display.

[Company Directory

Search by:

Full Name (Last First; -

Search

Find Locations
Saarnh hu Ci

) - Page~ sy~ Took+ @~

| AddtoFavortes | Sinout

I

o o -

@istnt| |~ @ € O ¥ [ & mpiovee-racinaren.. |

[~ [Rioow -

2T et

Action

Click the Main Menu button.

Main Menu

Point to the Recruiting menu

Click the Reports menu.

| 1 Reports

']

Click the Internal App Print by Job Regn link.

Internal App Print by Job R
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{2 Internal App Print by Job Rean - Windows Internet Explorer IS
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Internal Application Print
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Bxisting Value [@TENCE T

Maximum number of rows to return (up to 300): (300
Searchby: RunConrolDbegnswin[ |

I case Sensitive

Seareh . |Advanced Search

Find an Existing Value | Add a New Value
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Step

Action

Enter the desired information into the Run Control ID field. Enter "RUN".

Click the Search button.

Enter the desired information into the Job Opening ID field. Enter "549405".

When you want to print applications for the candidates whose applications have been screened and
routed, click in the Status field and enter 050 (for routed status) or click on the Magnifying Glass button
to search for and select the 050-Route status.

Click the Magnifying Glass button.

Click the 050 link.
050

10.

Click the Find Applicants button.

Find Applicants

11.

Click the Select All Applicants option.

12.

Click the Run button.
Run

13.

Click the OK button.

(]
-

14.

Click the Process Monitor link.
Process Monito
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Step

Action

15.

Click the Refresh button until the word "Success™ appears in the Run Status column and the word
"Posted" appears in the Distribution Status column.

Click the Refresh link.

16.

Click the Details link.
Cetails

17.

Cllck the View Log/Trace link.

{2 Internal App Print by Job Reqn - Windows Internet Explorer —IE]x]

[€I1SE o _VENL1501_RLN_SOIER0DL. GELPPORTALPARAN PTCHAY=501_RUN_soteront_aeeeoee < ]| & |[é0][¢| [ ane [2]-]

Fle Edt View Favorites Took Help

i Favorkes | £ ELM £ PSHR @) Oradle PeopleSoft Enterpris,.. € Myshare [ Find a Person &) Find Incidents @) SPD Training € | SOLFR, ELH, and PORTAL .. | Suauested Stes =
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View Log/Trace
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Run Status: - Success

an "\DDHEalmn
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Distribution D Type “Distribution 1D
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Return
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Step

Action

18.

Click the SOIER001_1912184.PDF link.
|=0IERDD1 1912184 PDF |

19.

From here you can choose to print, save, e-mail or simply review the PDF of applications. For this
example we will print the applications.

Click the Print button.

=

20.

End of Procedure.
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Appendixes

Appendix A: Create a Job Opening Job Aid

Step

Action

Click the Main Menu button.

Point to the Recruiting menu.

Click the Create New Job Opening menu.
| | Create Mew Job Opening |

Leave Job Opening Type as Standard Requisition.

Click in the Business Unit field.

Enter the desired information into the Business Unit field. Enter a valid value e.g. "00070".

Press [Tab].

Type in the SHC-approved position number OR click on the magnifying glass to search for the SHC-
approved position number.

Click the Position Number button.

=

Click the scrollbar.

Click the 10002771 link.
10002771

If necessary, change the posting title to reflect the working title. For this example, please highlight the
posting title, press the delete key, and type in "Senior Benefits Specialist".

Click in the Posting Title field.

Press [Backspace].

Enter the desired information into the Posting Title field. Enter a valid value e.g. "Senior Benefits
Specialist".

Click the Continue button.
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Step

Action

Review the information on the page. If you are posting just one position, no changes are necessary on
this page.

If, however, you are attaching more than one position number to this posting (where the job
classification and location are the same), click in the Target Openings field and enter the total number
of positions that will be attached to this job opening ID number. For this example, enter the number "2"
and Tab out of the field.

Press [Enter].

Enter the desired information into the Target Openings field. Enter a valid value e.g. "2".

Press [Tab].

You will receive an error message.

Click the OK button.

The number of available openings will auto-populate to match the number in the Target Openings Field.

Press [Enter].

Scroll down until you can view the Positions box.

Click the button of the scrollbar.

Click the Add Positions link if you are attaching more than one position. In this example, we are
attaching two positions.

Click the Add Positions link.
Add Positions

A blank field appears in which you can place an additional SHC- approved job title/position number.

Click the Magnifying Glass button.

A Look Up Position box opens. Search for the position by entering the position number, the job title, or
the job code. Again, the position must have first been approved by the Strategic Hiring Committee in
order for you to attach it to this job posting.

Press [Enter].

Click on the HR Generalist 1 position that has been approved by the Strategic Hiring Committee and
that you wish to add to this job posting.

Click the 10002764 link.

Last Update October 18,2011 59




Step

Action

The additional Human Resources Generalist 1 position title and position number have been added to the
Positions box.

To add more position numbers, continue to repeat this process until all positions have been entered.
Make sure the number in the Target Openings match the total number of position numbers you have
entered in the list. Remember all positions you add must have been approved by SHC.

Press [Enter].

Optional: if you desire, you may enter the name(s) of the employee(s) being replaced in this box. You
may also click on the magnifying glass to search for the employee name(s).

Press [Enter].

You may click the Next Step link to continue.

Click the Next Step link.
Mext Step

Review the information on Min Requirements page; however, make no changes. You can click on the
Next Step link to continue.

Click the Next Step link.

You may review the information on this page. If necessary, the Recruiter will add information on this
page. You can click Next Step link to continue.

Click the Next Step link.
Mext Step

Click the Add Job Postings link.
[4dd Job Postings]

Select the "Visible" drop down menu.

Click the Visible list.

I =)

Click the Internal and External list item.
[Internal and External |

Click the Description Type list.

| =l

Click the "Description Type" field drop-down menu and select Preferred Experience from the list of
values. The preferred experience will auto-populate.

Note: Agencies are required to include Preferred Experience in every posting.

Click the Preferred Experience list item.

Preferred Experience
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Step

Action

Please do not delete the line or the header that automatically appear in the narrative
box. Deleting these will cause formatting
problems in the posting on the job bank.

Click the Add Posting Descriptions link.
|L.-:'-:' Posting Descriptions |

Click the Visible list.
[ -

Click the Internal and External list item.
[Internal and External |

Click the Description Type list.

| |

Click the "Description Type" field drop-down menu and select Benefits from the list of values. The
benefits statement will automatically populate.

Click the Benefits list item.

Click the Add Posting Descriptions link.
[2dd Posting Descriptions]

Select the "Visible" drop down menu.

Click the Visible list.

I =)

Click the Internal and external list item.
iInternal and External

Click the Description Type list.

| |

Click the "Description Type" field drop-down menu and select Equal Employment Opportunity from the
list of values .The EEO statement will automatically populate.

Click the Equal Employment Opportunity list item.

:Equal Employment Opportunity

Click the Add Posting Descriptions link.
[add Posting Descriptions]

Select the "Visible" drop down menu.

Click the Visible list.

| |

Select Internal and External

‘Internal and External
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Step

Action

Click the "Description Type" field drop-down menu and select Job Description from the list of values.
The job description will not populate automatically.

When crafting the verbiage for this section, utilize information from the work profile, benchmark, or job
description to give a brief "at a glance" view of the job. The job description should read like a
newspaper ad in an effort to draw quality candidates into your applicant pool. The full job description
can be provided to the candidate(s) during the interview process.

C ick

b Description list item.

C|ICk the Posting Type list.

If necessary, continue to add Posting Descriptions for Responsibilities, Hire Salary, Additional
Comments, etc. Once the posting information is complete, move to the Job Posting Destination
section.

The Internet destination is provided for you. Please locate the Posting Type drop down menu.

Cllck the Internal list item.

Click the Relative Open Date list.

Select the Relative Open Date field from the drop down menu.
Note: This action will populate the Post Date field.

C|ICk the Approve Dt list item.

Enter the desired information into the Posting Duration (Days) field. Enter a valid value e.g. "5".

Note: Pressing the Tab key will populate the Remove Date field.

Press [Tab].

Click the Add Posting Destinations button.
|[#] Add Posting Destinations|

The Internet destination is provided for you. Please locate the "Posting Type" drop down menu.

Click the Posting Type list.

Click the External list item.

Click the Relative Open Date list.

-
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Step

Action

Select the Relative Open Date field from the drop down menu.

Click in the Approve Date field.

|§prcwe Dt I

Enter the number of days for the posting duration into the Posting Duration field.

Enter the desired information into the Posting Duration (Days) field. Enter a valid value e.g. "5".

Note: Pressing the Tab key will populate the Remove Date field.

Press [Tab].

Click the Preview button.

Freview

Review the information and formatting on this page, as this will be what the candidates will see when it
is posted on the job bank. Any necessary changes can be made by clicking on the Return to Previous
Page link.

Click the Return to Previous Page link.
[Return to Previous Page]

Click the OK button.

Click the Next Step link.
Mext Step

Information you record on the Education and Experience page may be used for preliminary and/or final
screening. Entries on this page should reflect all possible combinations of education and experience as
outlined in the Preferred Experience narrative box on the job posting page.

Click the Highest Education Level list item.
| A-Not Indicated =]

Click the Highest Education Level drop-down menu and for this example select the HS Graduate or
Equivalent list item.

Click the C-HS Graduate or Equivalent list item.

Enter the desired information into the Years of Work Experience field. Enter a valid value e.g. "4".

Click the Add Work Experience and Education link.
Add Work Experience and Education|

Click the Highest Education Level list item.

A—lendic:ated "I

Enter the desired information into the Years of Work Experience field. Enter a valid value e.g. "3".
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Step Action

Continue to add rows of education and years of work experience until all possible combinations of
education and work experience have been entered, reflecting the information in the Preferred Experience
narrative box on the job posting page.

Press [Enter].

The Degrees field is optional and may be used in screening to limit the applicant pool based on specific
education requirements.

The desired degree must be specifically listed on the job posting in the preferred experience section to
use it in screening.

Press [Enter].

The Add Licenses and Certifications section is optional and may be used in screening to limit the
applicant pool based on specific license and/or certification requirements.

The desired license and/or certification must be specifically listed on the job posting in the preferred
experience section to use it in screening.

If a license or certification is pertinent to your agency and is not listed in the License or Certifications
table, send a request via webmail (spdwebmail@spd.in.gov) to State Personnel. Items to include:

-Complete Certification/License Title

-Industry Standard Abbreviation
-Certifying/Licensing Authority

-Web address to verify the licensure/certification

Press [Enter].

Click the scrollbar.

You can click the Screening link or the Next Step link to continue.

Click the Next Step link.
Mext Step

Click the Load from Question Sets link.
[Load from Question Sets]

Click the Core SOI questions option. Also at this step you can select any other appropriate question
sets.

Note: The 'Core SOI questions' set is required for all job postings.

Click the Core SOI Questions option.

Click the Human Resources option.

Click the OK button.
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Step

Action

If a question in the selected Question Set is not applicable for the position you are posting, you may
delete that question by clicking on the trash can icon located on the same row as the question. NOTE:
Do not remove any of the Core SOI questions.

Click the Trash Can Icon link.

(]

A Delete Confirmation box will open.

Click the OK button.

Click the scrollbar.

The Family Medical Leave question has been removed from the set of screening questions for this job
posting.

Press [Enter].

You also have the option to add individual screening questions. For this example, we will add the
FMLA question back into our gquestion set.

Click the Add Screening Questions link.

[4dd Screening Questions)

Click the Magnifying Glass button.

The "Look Up Question ID" box opens. Click on the drop-down menu for the Description Field.

Click the Description list.

hegins with -

Click the contains list item.

Enter the desired information into the Description field. Enter a valid value e.g. "family".

Click the Look Up button.

Click the Family Medical Leave Act link.
[Farmnily Medical Leave At

The Family Medical Leave Act question has been inserted into the list of desired questions for the
candidates to answer.

Continue to add question sets and add or delete individual questions until you have entered all the
screening questions needed for this job posting.

Press [Enter].
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Step

Action

You can review the complete screening question library by contacting your agency recruiter/advisor to
obtain a copy of the most current version. You can also request from your agency recruiter/advisor that
a specific screening question be added to the library, which will allow you to screen candidates for
specific experience.

Press [Enter].

You can click on the Hiring Team link or the Next Step link to continue.

Click the Next Step link.
Mext Step

Click in the Name Field and enter the recruiter's name (example: Heather Whitaker) or look up the
recruiter's name by clicking on the magnifying glass.

Click the Look up Recruiter ID button.

=

Enter the desired information into the Name field. Enter a valid value e.g. "Heather".

Click the Look Up button.

Click the Heather Whitaker link.
[Heather whitaked

Click the Add Hiring Managers link.
ltdd Hiring Managers|

You may either click in the Name Field or enter the hiring manager's name (example: Nicole Russell) or
you may look up the hiring manager's name by clicking on the magnifying glass.

For this example, click the Look up Manager ID button.

Click the Look up Manager ID button.

=

Enter the desired information into the Display Name field. Enter a valid value e.g. "nicole".

Click the Look Up button.

Click the Nicole Russell link.
Micole Russell

You may add *'Interested Parties” to the Hiring Team screen. An "Interested Party" is used for interview
purposes. They can view applicants but they have no access to edit the job opening.

Click the Add Interested Parties link.
[add Interested Parties|
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Step

Action

You can type in the name of the Interested Party or use the Magnifying Glass look up option to search.

Click the Magnifying Glass button.

Enter the desired information into the Name field. Enter a valid value e.g. "sherry stolle".

Click the Look Up button.

Click the Sherry Stolle link.
Sherry Stolle

You can add more than one recruiter, hiring manager, or interested party. If you do so, you will need to
select the primary recruiter and or hiring manager by clicking in the primary checkbox.

Press [Enter].

You can either click 'Save as Draft' if you are not completely finished creating the posting or you can
click 'Save & Submit' to start the final approval process. If you click 'Save & Submit', the posting will
first be routed to the Hiring Manager's supervisor for approval. Once approved, a workflow message
will be sent to the Recruiter who will then review, edit if necessary, approve and submit the posting to
the job bank.

Click the Save & Submit button.
| Save & Submit |

Press [Enter].

End of Procedure.

Appendix B: Create/Complete Interview Evaluation Job Aid

Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Browse Job Openings menu.
| |=] Browse Job Openings

Click the Program Director 2 link.
This is under the Job Opening column.

[Eroaram Director 2|
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Step

Action

Locate the candidate for whom you want to create an interview evaluation.

Click the Select Action dropdown button to activate the menu.
| select Action... Rd|

Click the Create Interview Evaluation list item.
[Create Interview Evaluation |

Click the Interview Type field drop down menu button.

Click the Inhousel list item.

Click the Interview Rating list item.
Choose the rating that best reflects the applicant's responses to the corresponding interview questions.

Note: A numeric score will populate based on the interview rating chosen.

Click the Comments button.

Enter the desired information into the Comment field. Enter a valid value e.g. "Candidate used good
grammar and maintained appropriate eye contact".

Comments should be objective statements based on the candidate's responses to interview questions.

Click the Spell Check Icon button.

Click the OK object.
0K

Click the OK button.

Please continue to add ratings and comments for all categories.

Note: If you have additional summarizing comments, enter them into the General Comments field at
the bottom of the screen.

Click the scrollbar.

Click the Overall Rating field drop-down menu button. Choose the rating which best represents the
overall interview evaluation.

Click the Average list item.

Average
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Step

Action

Click the Recommendation field drop-down menu button. Choose the recommendation that represents
the overall interview evaluation.

Click the Make Offer list item.

Please review to ensure all of the information has been completed.

Click the Save button.

Save

End of Procedure.

Appendix C: Internal Application Print by Applicant Job Aid

Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Reports menu.
| [ Reports F|

Click the Internal App Print by Applicnt link.
Internal App Print by Applicn

Enter the desired information into the Run Control ID field. Enter a valid value e.g. "RUN".

Click the Search button.

Click in the Applicant ID field.

Enter the desired information into the Applicant ID field. Enter a valid value e.g. "2912".

Click the Find Sequences button.
| Find Sequences |

You may want to sort the applications by submission date in order to identify the most recently
submitted application. To sort by submission date, click on the Last Updated column header until the
most recent application appears at the top of the list.

Click the Last Updated option.

Last Updated
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Step

Action

If the applicant has more than three applications you can view all or view 100 to see all applications for
this Applicant ID. In this example, the applicant has 116 applications.

Click the View 100 link.

[View 100

Click the checkbox next to the application you wish to print.

Click the Select option.

Click the Run button.
Run

Click the OK button.

Click the Process Monitor link.

Click the Refresh button.
Refresh

Click the Refresh button until the word "Success" appears in the Run Status column and the word
"Posted" appears in the Distribution Status column.

Click the Refresh button.

Click the Details link.
D etails

Click the SOIER001_1912078.PDF link.
SOIER001 1912078.PDF]

From here you can choose to print, save, email or simply review the PDF of applications. For this
example we will print the application.
Click the Print button.

=

End of Procedure.
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Appendix D: Internal Application Print by Job Opening Job Aid

Step Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Reports menu.
| [1 Reports F|

Click the Internal App Print by Job Reqgn link.

Internal App Print by Job Regn

Enter the desired information into the Run Control ID field. Enter a valid value e.g. "RUN".

Click the Search button.

Enter the desired information into the Job Opening ID field. Enter a valid value e.g. "549405".

When you want to print applications for the candidates whose applications have been screened and
routed, click in the Status field and enter 050 (for routed status) or click on the Magnifying Glass button
to search for and select the 050-Route status.

Click the Magnifying Glass button.

Click the 050 link.
050

Click the Find Applicants button.
| Find Applicants

Click the Select All Applicants option.

Click the Run button.
Run

Click the OK button.

Click the Process Monitor link.

Click the Refresh button until the word "Success" appears in the Run Status column and the word
"Posted" appears in the Distribution Status column.

Click the Refresh link.

Click the Details link.
Cetails

Click the View Log/Trace link.
Jiew Log/Trace
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Step

Action

Click the SOIER001 1912184.PDF link.
|=0IERDO1 1912184 POF |

From here you can choose to print, save, e-mail or simply review the PDF of applications. For this
example we will print the applications.

Click the Print button.

=

End of Procedure.

Appendix E: Manage Interview Schedule Job Aid

Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Browse Job Openings menu.
| | Browse Job QOpenings |

Locate the title of the Job Opening in the Job Opening Column and by the correct requisition number in
the ID# column.

Click the Program Director 2 link.
[Eroaram Director 2|

Locate the applicant for which you wish to schedule an interview.
Click the Take Action field drop-down menu button.

Click the Select Action list.
| Select Action... =l

Click the Manage Interviews list item.
[Manage Interviews |

Click the Expand section button.

This is located next to the applicant's name.

¥

Click the Expand section button.
[¥]
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Step

Action

Click in the Interview Type field drop-down menu button.

Click the Inhousel list item.
[Inhouse |

Click in the Date field.

L ]

Enter the desired information into the Date field. Enter a valid value e.g. "08/22/11".

Enter the desired information into the Start Time field. Enter a valid value e.g. "9:00AM".

Press [Tab].
Enter the End Time.

Enter the interviewer's employee ID number into the Interview ID field OR click the magnifying glass to
search for and select the interviewer employee ID number(s). For this example we will type in the
employee ID number.

Click in the Interviewer ID field.

Enter the desired information into the Interviewer ID field. Enter a valid value e.g. "10000021673".

The interview team should be notified by phone.
This checkbox is optional and should be used only for confirmation purposes.
This sends a system-generated reminder to the applicant.

Click the Notify Interview Team option.
| ™ Notify Interview Team|

Click the Submit button.

End of Procedure.

Appendix F: Modify/Approve/Deny a Opening Job Aid

Step

Action

Click the Main Menu button.

Main Menu

Point to the Recruiting menu.

Click the Pending Approvals link.
| | Pending Approvals
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Step Action

Click on the job title link you wish to approve.

Click the Job Approval: Security Officer 4 Seasonal link.
|Job Approval:Security Officer 4 Seasonal |

The supervisor can modify the job posting by selecting any of the tabs at the top and editing the fields as
needed.

Click the Approvals tab.

The supervisor can approve or deny the job posting at this stage by selecting the appropriate button.

Click the Approve button.
Approve

Press the left mouse button over the scrollbar and drag the scrollbar to the bottom of the page.

Click the scrollbar.

Click the Save link.

End of procedure
End of Procedure.

Appendix G: Prepare External Applicant for Hire Job Aid

Step Action

Click the Main Menu button.

[Main vMenu

Point to the Recruiting menu.

Click the Find Job Openings menu.
| |=] Find Job Openings |

Enter the desired information into the Job Opening ID field. Enter a valid value e.g. "10000549393".

Click the Search button.

Click the job title link under the Job Opening field.

Click the Attorney E4 link.
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Step

Action

Locate the name of the candidate that you want to prepare for hire. In this example, we will select Jane
Smith.

Click the Jane Smith link.

Locate your requisition in the Applicant Activity table and click on the Disposition status.

Cllck the 050-Route link.

You will now need to edit the Disposition Details.

Click the Expand section button.
(¥

Click the scrollbar.

Click the Status Code list.

| 050-Route =l
IMPORTANT: To process your applicant for hire, you MUST select 071 Offer Accepted from the
list.

Cllck the 071 Offer Accepted list |tem

You will receive an error message. Please click OK to proceed to the next step.

Click the OK button.

Click the Save link.
Save

Click the Return to Previous Page link.
[Return to Previous Page|

Notice that the applicant Disposition field has updated. To continue with the hiring process, click the
Take Action field drop down menu button.

Click the Select Action list.

IEEIEET Action... j|

C|ICk the Prepare for H|re Ilst item.

Note: If the posting includes more than one position number, you will want to verify that the correct
position number is listed in the position field.

Press [Enter].

Click in the Start Date field.
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Step

Action

Enter the desired information into the Start Date field. Enter a valid value e.g. "08/29/11".

Click the Type of Hire list.

| |

Click the Hire list item.

Click the Verify Employee ID link.

Jerify Emplovee |10

Click the OK button.

This is a feature that we do not currently use. Please make sure this box is unchecked.

| send offer Letter to HR|

Click the scrollbar.

Click the Save & Submit Request to HR button.
| Save & Submit Requestto HR |

End of Procedure.

Appendix H: Prepare Internal Applicant for Promotion/Demotion/Transfer Job Aid

Step

Action

Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Find Job Openings menu.
| |=]| Find Job Qpenings |

Enter the desired information into the Job Opening ID field. Enter a valid value e.g. "10000549405".

Click the Search button.

Click the link under the Job Opening field.

Click the Program Director 2 link.
[Program Director g

Select the applicant under Applicant Name.

Click the Applicant Name link.
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Step

Action

Click the scrollbar.

Locate your requisition in the Applicant Activity table and click on the Disposition status.

Click the 050- Route link.

You will now need to edit the Disposition Details.

Click the Expand section button.
[

Click the scrollbar.

Click the Status Code list.

J050-Route |

IMPORTANT: To process your applicant for hiring you MUST select 071 Offer Accepted from the
list.

Click the 071 Offer Accepted list item.

0

You will receive an error message. Please click OK to proceed to the next step.

Click the OK button.

Click the Save button.

Save

Click the Return to Previous Page link.
[Return to Previous Page]

Click the scrollbar.

Notice that the applicant Disposition field has updated. To continue with the hiring process, click the
Take Action field drop down menu button.

Click the Select Action list.
| select Action... =]

Click the Prepare for Hire list item.

Note: If the posting includes more than one position number, you will want to verify that the correct
position number is listed in the position field.

Press [Enter].

Click the Type of Hire list.

| |

Click the Transfer list item.
ITransfer 1

Enter the desired information into the Start Date field. Enter a valid value e.g. "08/29/2011".
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Step

Action

Click the Verify Employee ID link.

Jerify Emplovee |10

Verify that this is the correct employee.

Click the Carry ID button.
Carry 1T

Click the Return button.

Click the Save & Submit Request to HR button.
Save & Submit Requestto HR

End of procedure.

End of Procedure.

Appendix I: Screen a Job Opening Job Aid
Step Action
Click the Main Menu button.
Main Menu

Point to the Recruiting menu.

Click the Find Job Openings menu.
| |=] Find Job Openings |

Enter the desired information into the Job Opening ID field. Enter a valid value e.g. "576030".

Click the Search button.

Click the Program Director 1 link.
|F"|'-3=3|':3n'| Dirgctor 1 |

Click the Screen Applicants link.
Screen Applicants

Click the View Screening Levels link.

[View Screening Levels|

Click the Preliminary link.

Preliminary
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Step

Action

Decide whether the item should be check Required and/or Used in Screening.

-Required (pass or fail)/Selecting this will screen applicants out so be careful what you select. Do not
select Required for proficiency questions or years of experience questions because there is no correct
answer associated with these and everyone will fail screening.

-Use in Screening/will only assign points for correct answers but will not screen applicants out.

Press [Enter].

Select your screening criteria.
Mark the lowest level of education and experience, Use in Screening and Required.
-This will fail applicants who do not list at least the minimum combination in their profile.

Click the Use In Screening option.

Mark the lowest level of education and experience, Use in Screening and Required.

Click the Required option.

Next you will need to mark every higher level of education and experience as Use in Screening as well
as assign a point value for each level.

For this example, one (1) point has been assigned for each level of education and experience
combination.

Press [Enter].

Mark all screening questions Use in Screening and click Edit Details for each question. Adjust or
assign points to each answer if necessary.

The yes/no questions that are the most important can also be marked
Required if the goal is to try to lower a large applicant pool. Remember, an incorrect answer causes the
applicant to fail screening.

Multiple choice questions can only be marked as Use in Screening.
Selecting Required will cause all
applicants to fail screening.

Press [Enter].

Mark the screening questions ‘US Work Eligibility, ‘SOl Dismissal’ and “Verification of
Information’ Use in Screening and Required for all postings. For this example, also mark the question
'Program Coordination' as required. This will fail all applicants who answered 'NO' to this screening
question to lower the applicant pool.

Click the Required option.
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Step

Action

Once all screening criteria has been set, click the OK button.

NOTE: Do NOT click the Apply button so that if necessary you can rerun the screening as many
times as you think necessary.

Click the OK button.

Click the Run list.

| Select... =]

Click the Preliminary list item.

Click the Go button.

Click the Process Monitor link.

The process monitor appears in a new window.

Click the Maximize/Restore button.

Click the Refresh button.

Continue clicking the Refresh button until the run status is success and the distribution status is posted.
Once the status is posted you can close this window.

Click the Close button.

Refresh the screen to populate screening results.

Click the Run button.

Click the View Screening Results link.

Here you will see the applicants that have Passed or Failed the screening criteria you set. From this
screen you will be able to pull the applicants through to an Excel spreadsheet.

[View Screening Results]

Scroll to the center of the page to view the results.

Release the mouse button.

Click the Grid icon while holding the Crtl key. A new window will open with the downloaded
information.

Press the [Ctrl] key and click the Download button.
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Step

Action

If you need to bypass a Pop-Up blocker, you can press the CTRL key and click the Download button, or
temporary disable pop ups by clicking the pop up blocker link.

Click the Pop Up button.

Click the Download File... menu.

Dovenload File, ..

Click the Open button.
Open

When you are finished reviewing/manipulating the screening results in the Excel spreadsheet, you may
exit out of the spreadsheet or save it in order to edit as needed.

You will be able to modify the spreadsheet to your needs. Please make sure that you add at least 2
additional columns to reflect Veteran status and Recall rights.

You will save the spreadsheet for additional reference. Depending on your business practice, you will
be able to forward this information to your hiring manager(s).

Press [Enter].

If you have more than 20 applicants on the list, click the View All link.
To place an applicant in Route status, click the check box next to each applicant that Passed screening.

Click the Checkbox option.

Notice that all the applicants that have passed screening have been marked to route.

Click the Route Applicant link.
Foute Applicant

Insert the employee’s name that you will route the applicants to into the Route To field. This employee
will have access to review the applicants to ensure they have the preferred experience for the position.

Enter the desired information into the Route To field. Enter a valid value e.g. "karen dunbar".

Tab out of this field to populate the information.

Press [Tab].

Click the Submit button.

Do not click the Save link. This will Apply the screening results and you will not be able to rerun
screening if necessary. When you leave this page, you will receive an error message. Click Cancel.

Click the Return to Job Opening link.
[Return to Job Opening]

Click the Cancel button.

Cancel
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Step

Action

Applicants have successfully been screened and routed.

NOTE: If you would like to screen the applicants that passed the Preliminary Screening process using
more detailed criteria, please repeat all steps above but select Final Screening instead of Preliminary
Screening.

Press [Enter].

End of Procedure.

Appendix J: View Applicant Profile Job Aid

Step

Action

Click the Main Menu button.
Mainvrﬂenu

Point to the Recruiting menu.

You will be able to view an applicant's profile to determine if they possess the preferred experience for
the position.

Click the Browse Job Openings menu.
| | Browse Job Openings |

Click the Program Director 2 link.
[Program Director 2|

Click the Applicant Name link.

Click the Applicant Data tab.
| Applicant Data |

Scroll until you find the application submitted for your job opening ID.
Click the scrollbar.

Click the Application Icon button.

=]

You will be able to view the applicant's profile.

Click the scrollbar.

Click the Edit Employment History link.

This link will allow you to view the applicant's work experience.
Edit Emplovment Histor]
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Step

Action

Review the employment details.

Click the OK button.

To view education information you will need to scroll down to the degree area.

Click the scrollbar.

Click the Bachelor of Arts link.

This link will allow you to view the education information. If there are no degrees listed in this section,
the applicant either does not have a degree or did not list one. If a degree is required for your position,
the applicant will need to update their application to include this information.

Review the education details.

Click the OK button.

Click the scrollbar.

Other additional information the applicant has provided can also be viewed on this page.

Click the Return to Previous Page link.
|F!eturn to Previous Page

Choose the Applicant List link to return to the manage applicant list.

Click the Applicant List link.

You have now learned how to view an applicant profile.
End of Procedure.
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